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PREFACE

This document describes the processes and procedures used

to produce a list of functional areas of responsibility of
school level administrators, a list of specific competencies
for the functional areas, the assessment criteria which will
provide objective, observable outcome statements for the
identified competencies, and a prototype instructional
module. In addition, this document includes an overview

of existing literature in the competency area. The

Project Report is in two volumes. The lJirst voiume con-
tains the actual report, and the second volume contains

the appendices to the Report.
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INTRODUCTION

Competency-based education is perhaps the most important movement
in education today. In direct response to a society demanding increased
accountability and personalization, educators at all levels are investi-
gating ways to apply the concept of competency-based education to their
particular needs.

One of the studies addressing this new concept is Project R.O.M.E,
(Results Oriented Management in Education)--a first year ESEA Title III
sponsored research and demonstration effort involving the Thomas County
School System, Thomasville, Georgia. Initiated by Thomas County in the
Spring of 1973, the major portion of Project R.0.M.E. is concerned with
identifying and developing competencies for building level administrators.
Thomas County personnel selected the University of Georgia Department of
Educational Administration to direct the project and work began in
November, 1973. Since that time, school principals and Central Office
personnel representing the Thomas Cov..ty, Georgia School System have
been working with the University of Georgia, a committee from the
Georgia Teacher Education Council, and the Georgia Department of Educa-
tion in identifying and developing competencies fox public school
principals in Thomas County.

This Project Report is one of six interrelated documents resulting
from this study. The Project Report describes the processes and proce-

dures used to produce a list of functional areas of responsibility of
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school administrators, a list of specific competencies for each of the

functional areas, the performance criteria which provide objective,

observable outcome statements for the identified competencies, and a

prototype instructional module.

overview of existing literature in the competency area.

in two volumes. The first volume contains the actual report and the

second volume contains the appendices.

Six products were developed during the first phase of Project

R.0.M.E. (through August 31, 197L). These included:

Competencies for Building Level Administrators

The Assessment of Principal Competencies: System Design --
Erocedures -- Field Test Resulfs

Building Level Administrator Cogpetenqx;Development Module
title: Planning

Identification and Development of Competencies of Building
Level Administrators of Thomas County, Geoxgia: A Proiact

Report

A Handbook for Identifying and Developing Competencies of
Building Level Administrators

Projected Development, Refinement and Asgsessment of Building
Level Administrator Competencies: A Plan for Administrators

In addition, this document includes an

This report is



These documents are available by contacting one of the following

Project R.0.M.E. representatives.

Mr. John Clark, Director Mr. Lester Solomon

ESEA Title III Ga. Dept. of Education
Thomas County Schools 250 State Office Building
Thomasville, Georgia 31792 atlanta, Georgia 30334
Telephone: 912/226/7192 Telephone: hOh/556/2688

Dr. Dove M. Smith
Project R.O.M.E.
University of Georgia
G-10 Aderhold Hall
Athens, Georgia

Telephone: LOL/5L2/33L3




PROJECT MANAGEMENT

Because of the complexity of Project R.O.M.E. and the short time
period allowed for the completion of all documents, it was essential
that the Project be managed as efficiently as possible. At the be-
ginning of this Project, it was apparent that there might be a problem
in completing the major tasks because of the limited amount of time
available. Upon further delineation of the major tasks, a more critical
problem became apparent--the interdependency of each activity on the
successful and timely completion of other events. Because of the above
reasons, it was felt that a formal Project Management or Monitoring
System was needed--one which would identify potential problem areas
early in the Project and assist in the reallocation of resources as the
Project progressed.

To accomplish these objectives, the Program Evaluation and Review
Technique (PERT) was emﬁloyed. PERT is a modern and effective device
used by members to plan, monitor, anrd evaluate projects and prograus.
PERT has been used quite extensively in a wide variety of situations.
Some of the more common are: computer program development, engineering
and design, new automobile tool--up, weapon development.systems, ekc.
Particularly suited to PERT processing are developmental projects, or
those that produce a specified quantity of output. Uncertainty is also

a general characteristic of mogt projects using PERT; the PERT system is

especially useful when there are unknown or unpredictable factors. PERT
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Aruitoxt provided by Eic:

has been used with ia~rcased frequency in e~ {1727 research. Used
in this way, the svciem has proven so succezgi™.! "¢t many contracts
now stipulate thaz the pr.ject re anitcred . I =2t Management

System such as the IBM's Computerized Project Manazeient System or

Contrclled Data's PERT Time System.

Procedures

The first step ir developing the system :.r Frcject Management
uséd in Project R.O.M.E. waz to translate the cuitput requirements into
major tasks and sub~tasks, with no time-line attached: Determining
areas of responsibility, Developing ccmpetencies, Determining

performence criteria, Developing assezzment methocoiogies. Developing

o

the prototype module, zni Preparing the final rsports. The mnjior tasks
were then broken dowvm intc the taskz or s-n*:~ *hat vere necassary to
successfully complete these major tasks or even-s. {O2e Key tc PERT
Calendar, Appendix 4 .)

The interdependence and the sequence for 2ach task or event were
then determined. After this was completed, each task or event was
tentatively associated »ith %the responsible perswm ov persens. By

cocrdinating tasks or evenis with the rerszon who would be completing

the activities (aee Appendin B for & casple praanineg fom used),

it was possibie t7 have 2 more s murass egtizzte T ‘2 smount of time
necessary to compleie each sask or even’ and nure Insortantly, the most
likely date for compleiion (See Appendix C .).

From this information the person responsible for each task or

event was asked to further deiineate theoe activiiies 1o the third or

fourth level of specificity. (Appendix D conbains examples of the task

4l
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or event broken down to the fourth level of specificity.) From this
information a time-line chart was constructed which was useful in
monitoring the progress of the Project (See Appendix E .).

A PERT Chart was then assembled which pointed out the need for re-
scheduling several tasks or events (See Appendix F .). The time-line
chart and PERT Chart were then finalized and used in monitoring schedule
task or event dates with actual dates.

The procedure just described was quite effective for several
reasons. The time estimates and the deadlines were imposed by the
responsible person or persons, not imposed arbitrarily without regard
to other tasks or events that might have been assigned to those individ-
uals. In addition, the system assisted each person in monitoring his
own progress and provided necessary irformation to reallocate resources
where they were necessary. The de\‘relopment of the Project Management
system also allowed each person to view his task in relation to every

other task being completed in the Project.

7 -




THE COMPETENCY MOVEMENT IN EDUCATION
AND ADMINISTRATION: A REVIEW*

Competency-based education is viewed by many as the most important
movement in education today. Although a relatively new movement, com-
petency-based education now permeates every aspect of American education
and is supported by federal, state, and private grants, as well as state
educational agencies at all levels.

A culturally based movement, competency-based educaticn has de-
veloped largely as a result of two major forces in America today:

society's emphasis on accountability and the need for personalization

(Houston, 197L).

Workers at all levels of today's society are expected to be re-
sponsible and accountable for their actions. Society's emphasis on
accountability expects people to not only be kmowledgeable in their
field~--regardless of whether that field is plumbing, teaching, or
medicine--but to successfully use that knowledge in their work (Houston,
1974).

The need for personalization, or individual attention, is the
second major force influencing competency-based education. There is a
growing movement, especially among today's youth culture, to reject
what is considered to be the dehumanizing practices of society and

insist instead on individuality, freedom, independence, and

* A complete reference list for the literature used in this review
can be found in the reference section of this document.




recognition (Houston, 197L).

It is from these two perceived needs--accountability and person-
alization--that competency-based education has evolved. Its focus is
on performance; kmowledge alone is not enough. Competency-based
education emphasizes minimum standards applicable to every professional
performance while also considering the variables affecting proficiency.

Competency-based education is a powerful movement which is playing
a vital role in challenging traditional methods of educational thought.
Used properly, it has the potential for transforming existing methods
of instruction to a more relevant level in today's rapidly changing

society.

The Development of Competency-Based Education

The national movement to develop competency-based teacher education
programs has provided the model for a comparable movement in educational
administration. Therefore, a review of the development of the com-
petency-based movement and its basic characteristics is essential.

Early efforts prior to the present day competency-based curriculum
appear to be rooted in the functional analysis approach to viewing
educational administration as advocated by Fayol and Gulick {1937).
These pioneer efforts identified the functions of administration
(planning, organizing, staffing, etc.) and based educational programs
on these functions.

In 1967, Congress passed the Education Professions Development Act
which was designed to help attract, prepare, and maintain an adequate

supply of competent teachers (Bosley, 1969). During the same year the




Bureau of Research in the TU. S. Office of Education took the initiative
in encouraging the development of model programs for the preparation of
elementary teachers. More than eighty institutions presented proposals,
and ten were ultimately funded.

Prior to the completion of the Phase II feasibility stage of the
Models Project, a United States Office of Bducation strategy to fund
only those federal programs incorporating a competency-based approach
was evident. Since that time competency-based teacher education has
proliferated until now more than 500 programs claim to be competency-
based or are in the development stage (Schmeider, 1973).

As governmental services have increased in both scope and cost in

recent years, various attempts have been made to maximize the use >f

resources available to governmental officials. Perhaps the best known

effort in this direction has been the employment of systems analysis in
the defense department in the early 1960's. Attempts have also been
made in the educational realm to maximize the use of scarce resources.
The movement to employ such systems analysis techniques as Program
Planning Budgeting System (PPBS), Program Evaluation Review Technique
(PERT), and accountability attest to this.

This attempt to maximize available resources and thereby provide
maximum output has forced educational planners to state goals in more
measurable terms, prioritize allocation of resources, and re-evaluate
traditional processes. Under the systems analysis concept, every aspect
(sub-system) of the resource-using mechanism must be analyzed to deter-

mine its contribution to the attainment of the desired goal.
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Other influences possibly affecting the competency-based curriculum
trend in Educational Administration are the peripheral efforts of
business' Management by Objectives (MBO) as described by Odiorne (1965)
and others, and the mastery learning concepts developed by Bloom (1971).

Since the administrative function in public education represents a
key sub-system, this function has been subjected to critical re-analysis.
Many questions have been raised regarding the competencies required to
administer not only the school of today but also the one of tomorrow.
Such questions include the nature of these competencies; the relation-
ship between competencies and performance; and the difference, if any,

in competencies required for the various administrative roles.

Characteristics of a Competency-Based Progran

Statements of Competencies

Elam (1971) in contrasting performance-based teacher education wiih
traditional teacher education cites that in performance-based programs
performance goals are specified and agreed to in detail in advance of
instruction.

In addressing themselves to the question of Low competencies shonld
be specified, Weber, et al. (1973) state: "One does not develop
competency statements for a teacher education program without first
developing a philosophical and conceptual framework. The philosophical
base of the program must explicate assumptions and values regarding the
nature of man, the purposes of education, and the nature of learning and
instmuction" (p. 20). Johnson and Shearron (Andersen, et al., 1573)

support this belief and, in addition, suggest that some competerncies
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are arrived at through a process of task analysis.

It is generally agreed that statements of competencies should be
explicit, phrased in behavioral terms and made public (Burke, 1972;
Elfenbein, 1972; Andrews, 1972; Elam, 1971).

The Southern States Cooperative Program in Educational Admini-
stration (SSCPEA) also defined competency in reference to purpose,
quality, and concern for assessing the quality of human actions in be-
havioral terms (1955). Competency in educational administratior. results
when an individual exhibits behavior that enables him to gerform a

particular administrative task in the most desirable manner. It was

also recognized that in many instances the designation of a task and
the choice of a method of performing it depended upon a value hase
which an individual might possess. It was recognized that the value
base which penetrated an individual's behavior was actually a theory
of educational administration, and the task which he performed really
constituted the job of educational administration. The skills and
abilities which the principal draws upon in performing administrative
tasks represent his personal equipment ox "know how." The relationship
of these three elements--theory, job, and know how--vias called the
Competency Concept (p. 46).

The definition of competency adopted by Project R.0.M.E. to date
is that specified by Shearron, Johnson, and Hensel (1973). Shearron,

et al., define competency as: ...a rational performance which satis-

factorily meets the objectives for a desired condition. Key words in

this definition are: rational, performance, satisfactorily, objectives,

and desired condition. Rational means that the performer (administrator)
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has direction and purpose. He knows precisely why he is doing what he
is doing. He may have even developed and considered many alternative
strategies before he chose to implement the one which he uses.
Performance is more than observable behavior. It may also be that
which cammot be observed, such as the manipulation of ideas and the
making of judgments and decisions.
In the phrase, "satisfactorily meets the objectives" the word

satisfactorily is used to indicate that a competency is a performan-e

which is adequate or sufficient. By using this word the defini‘ion
avoids the implication that a competency is a highly proficient act.

At the same time, it suggests that the factors associated with efficiency
cannot be overlooked. In this same phrase, the term objectives is
synonymous with any similar referent (goal, mission) which indicates

that the outcomes for the activity have been defined in fairly specific
terms.

A desired condition is a state of existence in which some spenific

need or want is satisfied. This need or want might be the changed be-
havior of some individual or group, a tangible product or idea, an
answer to a guestion, a means of resolving a problem, or a plan or
strategy to accomplisl some mission.

Anotlner generally accepted definition of a competency is that it

is a performance which takes place during s purposeful activity. This

definition implies that competencies are observable, purposeful, goal-~
directed activities resulting in pre-specified ends. The emphasis on
purposive behavior helps in part to dispel some of the concern that

programs based on competencies eventually result in the production of

N
o3

25
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behavioral "robots."

As is the cace with other phenomena competencies are given names
or referents. These are called statements of competencies and are
usually simple phrases written to reflect observable performances
associated with the competency. For example, few would disagree that
designing a public relations program is a competency. Most would re-
gard this as a rational activity which requires an interaction of
thought processes and skills based on a store of knowledge and experi-
ence which is colored by the feelings of one's values. Yet, its maf-
erent might be simply: Designs a public relations program for a

particular school system (University of Georgia, 1973).

Individualized Instruction

Once competencies and relevant assessment criteria have been
specified, the next task is to help students acquire competenciezs
through an individualized, perscnalized, instructional program, vhich
has pre-service and in-service componenis. Several factors have t¢ be
considered during this process.

Provision is made ipr individual differences brciween learicrs znld
learning styles. Learning is a personzl activity. A wide range of in-
dividual differences among students varies the’r races of learning,
style of learning, and learning initerests. The University of Pittsburgh
model of teacher training was prepared with individualized instruction
as the central theme. The concept of individualizaiion adcpted in
this model was defined by Gorman (1969): "Individualized instruction
consists of planning and conducting, with each pupil, programs of

study and day-to-day lessons that are tailor made to suit his learning
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requirements and his characteristics as a learner" (pp. LL-L6).

Houston and Hcusam (1972) have underscored the need for individual
assessment to meet the need of varied cultural backgrounds, entxy
skills, pace of learning, and style of learning. They further stress
that provision should be made for alternate paths and individual choice
of goals. Other authors support the need for individualized instruction
{Giles, 1972; Burke, 1972; Schmeider, 1973).

Many competency-based programs use individualized instructicnal
modules as a means of providing for individual differences. Weher

tate ggllege calls their modules "Wilkits" as an acronym fox "Weber
Individualized Learning Kit" (Burke, 1972). Southwest Minnesota
State College has labeled their modules "Compac" (Competency Packeges,
1973), Of the thirteen competency-based programs compared in the
Elfenbein study (1972), nine indicated that theix program is, to scae
degree, modularized. Shearron and Johrison (1969) have developed &
model for a proficiency module (PM) which illustrates $he kinds of
learning experiences that might be available in a PM fcr one small
part of the teacher education professional sequence. It includes
general directions, list of prerequisiles, preassessment instruciions,
lists of general performance specifications and suppnriing behaviors,
lists of learning procedures, activities, resources, and'post—assessment
instructions.

The modular approach differs from traditional approaches in several
ways (Houston, 1972): (a) the totzl program is considered prior to
specifying instructional parts; (b) modules emphasize the learner

rather than the instructor; (c) modules focus first on objeciives, not

<>

Fog,
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activities; (d) modules are individualized and personalized; (e)
modules include a variety of instructional modes.

Personalized instruction, however, does not automatically happen
simply by using modules. Scholock and Garrison have indicated that
seven conditions must be met for a program to be personalized (Rosner,
1972).

1. Person-to-person experience must be a part of the planned
program.

2. A variety of instruction-learning options must be available
to meet individual needs within the plarned program.

3. Students must participate in the design of their own programs,

L. Students must have the opportunity to participate in the de-
sign and development of the overall teacher education program.

5. There must be a mechanism, for example, sponsorship,
negotiation or performance contracting, that will carxy
the personalized process. (sic)

6. Students and staff must hold preceptions that permit the
personalization mechanism to operate.

7. There must be an approach to assessment that is consistent
with the philosophy of personalization (p. 125).

The Comfield model of the Northwest Regional Educational Labora-
tory lists personalization as one of four distinct features {3:halock,
1969). Planned personalized instruction is advecated by other authors
(Weber & Cooper, 1972; Burke, 1972; Andrews, 1972).

To personalize and individualize instruction, provision must be
made for flexible scheduling of learning activities and for continuous
progress of the learner. Giles (1972) and Elfenbein (1972) support

the need for these characteristics in a competency-based program.
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Differentiated Staffing

One element of difference between a competency-based program and a
traditional program is the perceived role of the instructor. In a
traditional program the instructor is viewed as a dispenser of know-
ledge; the emphasis is upon teaching. In competency-based programs
the instructor is viewed as a facilitator of learning. The emphasis is
on "learning," not "teaching." In describing Weber State program,
Burke (1972) discusses the new role of faculty members: "The faculty
members directed the assessment of the students' progress, assisted
the students with their own assessments, and checked out the students
on completion of modules" (p. 14). They changed from the role of class
leader and lecturer to that of advisor and consultant. The amount of
time scheduled for office consultation was doubled from what was for-
merly scheduled for classes.

The future college faculty role will be changing 10 meet the needs
of competency-based nircgrams. Differentiated staffing, to some aunilors,
is one answer to the increasing need for specialists. Wiersma and
Dickson (Andersen, et al., 1973) discuss four new specialists categories
to be a vart of the future faculty role: {a) Leamning Specialists, (b)
Research and Evaluation Specialists, (c) Educationc! Technology
Specialists, (d) Instructional Specialists. In the Elfenbein study
(1972) three of the thirteen programs compared exhibited evidence of
differentiated staffing. Other authors reflect the need‘for differenti~

ated staffing in competency-based programs (Weber & Cooper, 1972).

29
0
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Field Centers

The nature of competency-based programs necessitates the use of
school settings, often referred to as .. .1d centers. Houston & Housam
(1972) refer to Drummond who discussed the development of the field
center concept in a paper written for the AACTE committee on Teacher
Performance:

(The field center) evolved out of the demand for better accounta-
bility, the development of performance criteria related to toacher
coupetence, the fiscal restraints of the 1970's, the need to inte-
grate theory and practice, the recognition that the only way to
learn to teach is to teach, and the realization that neither
colleges nor school districts alone with their unique competing
priorities, will really be appropriate places to preparc teachers.

(p. 87)
In the Elfenbein study (1972) eleven of the thirteen programe compared

-

employed field centers.

In-service components

Traditionally teacher education ari pre-service have been thought
of within the same context. Weber, et al. (1973), list the following
reasons for providing pre-service/in-service continuity through a
competency-based teacher education program (CBTE):

1. CBTE approaches are designed for growth with respect to given
knowledge, teaching performances, and student outcomes,
because they define the possible hierarchies of learning in
the various skill and content areas;

2. CBTE approaches are deliberately designed for self-renewal;
as their content and processes become obsolete, the system is
redesigned continuously;

3. CBTE approaches call for timely delivexy of instruction;
that is, when the teacher needs it, not just during vacation,
weekends, and after-hours sessions;

L. The competencies are developed on the basis of task analysis
of desired teaching behaviors, and include teachers, as well

) o
Q e \)
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as teacher educators, in the analysis;

5. CBTE approaches attempt to make as explicit as possible the
alternative objectives and instructional routes from which the
next steps of growth can be selected; and

6. CBTE approaches include technology that enables the various
partners in teacher education to maintain anticipatory design
activities that permit the program to continue delivering
the most relevant instruction based on changing needs; no
longer is the in-service teacher forced to take a university-

based course, irrelevant to her classroom needs, in order to
demonstrate professional growth.

An in-service phase operated jointly by the preparing institution and
selected school systems, is an integral part of the total Florida State
Model (Sowards, 1969). Elam (1971) and others (Burke, 1972; Weber &
Cooper, 1972) also suggest that an in-service component is a desirable
characteristic of CBTE.

Because of the dynamic nature of our society, new developments in
technology, and the éreation of innovative educational programs, in-
service educational programs must continually provide for self-evalu-
ation, review, and revision.

Competency Based Education suggests a contemporary viewpoint as to
the kinds of programs for in-service education which will be needed to
meet the demands of the future. The following presents some of the
principles which underly Competency Based Education and conceivably
lead toward more effective in-service educational programs (University
of Georgia, 1973).

l. An in-service educational program should have as its foundation
descriptions of the competencies essential to effeckive per-
formance. In-service practitioners should be guided toward
mastery of these competencies.

2. An in-service educational program should provide for differences
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among leaders in their accumulation of experience, extent of
achievement, and rate and style of learming.

3. An in-service educational program should reflect the changing
nature of society and its values and provide for these changes
through frequent updating and revision of program content,
organization, and procedures.

4. An in-service educational program should be developed and
managed by a technology which best facilitates the conser-
vation of resources without detering either from the desired
quality of the goals or from the humanizing procedures by
which they may be attained.

5. An in-sexrvice educational program should be organized to
provide for the continuous evaluation, feedback, and revision
of all of its component parts.

6. An in-service educational program should be organized and
managed so that all persons who utilize the services of those
prepared by the program would share in the responsibility for
the program.

7. An in-service educational program should be maintained by
persons who have acquired the competencies to do the jobs to
which they are assigned. Their responsibilities should be
clearly specified and they should be'assigled to tasks within
the parameters of those specifications.

8. An in-service educational program should provide for continuous
career long growth and development of the professional worker

and it should assist him in updating his knowledge, skills,
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and attitudes so that he might attain higher levels of pro-

ficiency in the competencies essential to his profession.

Assessment Procedures

In traditional teacher education programs, time is constant and
achievement is the variable; whereas in a competency-based program,
achievement is constant and time is the variable. Dodl, in describing
the consequences of competency-based programs, states (Andersen, et al.,
1973): "Teacher preparation would become a non-course, non-credit
enterprise. Course and credit have always been tied to a {ime base.
Successful demonstration of competencies is in no way tied to time; in
fact, it is theoretically possible to demonstrate all competencies
without spending any time in an instructional program " (p. 51).

Not only are the assessment criteria worked out in advance of in-
struction but they are made pubiic (Houston & Hcousaw, 1972), based upon
and in harmony with specificd competencies (Elam, 1971) and explicit
in regard to expected levels of mastery and specified conditions
(Andrews, 1972). This is suppoxrted by the comparative study of
competency-based programs made by Elfenbein (1972) and an even more
recent review of the competency-based movement done by Schmeider (i973).

The information demands of a data dependent eoducation program,
such as a competency-based program, are extremely high. Students need
information that permits them and their instructors to assess their
progress and make appropriate choices among learning steps (Andersen,

et al., 1973). According to Hough (1969), the Information and Evaluation

Support System utilized by the Syracuse Model "is charged with the task
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of gathering information about student progfess and feeding this in-
formation back to the student and instructional staff in a form that
will be useful in facilitating the students' self-paced progress

through the program" (p. 50).

Systems Management

According to Coffing and Hamreus (Andersen, et al., 1973), com-
petencyabaseg programs are more complex than most current programs.
They are characterized by more variety, more data, more decisions,
more problems, and more personal and organizational interrelsiionchipe.
There will be greater differentiation of roles; and the students,
employers, and faculty will face unprecedented opportunities for
choice and influence.

Any program needs to be managed if it is going to meet its ob-
jectives, and a program as complex as a competency-based one needs a
management sub-system capable of meeting its needs. One erucial
management problem is that of coordinating the efforts of university
educators, field practitioners, students, and laymen. This partnership
arrangement has been called by some "proto-cooperation." The feasi-
bility report of the Syracuse University model describes this concept
well (Syracuse, 1970):

We assume that the preparation of teachers should be increasingly

a joint endeavor involving a variety of professional and lay

groups. For example, we assume that such institutions as univer-

sities, public schools, industries, regional educational agencies,
student groups, parent and lay public groups should be in some way
involved in the planning, implementation, and ongoing evaluation

of teacher education programs. (p. 109)

Scholock and Garrison, in a discussion of personalization conclude
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that students should have a continuing impact on the design, development,
and operational implementation of the program in which they are partici-
pating (Andersen, et al., 1973).

A mnagement sub-system needs a continuous evaiuation and feedback
component to determine (a) the continuing effectiveness of theAsystem
or the need for changes; (b) the continuing relevance of the system in
terms of its objectives; (c) the need for the creation of new systems
ag 2 result of chénging objectives, new developments, or new criteria
for selecting alternatives (Andersen, et al., 1973). Elfenbein (1972)
and Giles (1972) also indicate that continuous evaluation and feedback
are important characteristics of a competency-based program.

Houston and Housam (1972) have asserted that, "technology is the
handmaiden of individualization.”" The scheduling of seminars, lectures,
demonstrations, tests, simulations, conferences, videotaping equipmrent,
computer terminals, and other scarce resources to facilitate individu-
alization necessitates the use of systems technology. This belief is
supported by Giles (1972) and others (Weber, &t al., 1973; Elfenbein,
1972).

A competency-bazed program is a data dependent program. Data are
needed about student interests, abilities, background; about the
effectiveness of a given instruction-learning experience; about the
appropriateness or usefulness of the learning objectives; about the
students' progress, etc. As Rosner (1972) has suggested: "By systemat-
ically collecting data at all levels of program operation (and storing
it in an effective retrieval system) empirically based decisions can be

made about either tke plans of individuals within the program or the
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program as a whole as it moves through time" (p. 123).

* A competency-based program is different from other programs be-
cause it is designed as a total system, provision must be made for the
collection of information needed for program evaluation (Andersen, et
al., 1973). Walt Le Baron, in a discussion of the role of systems
analysis in teacher education (Andersen, et al., 1973), presents the
regenerative feature of a program evaluation system in the form of a
feedback loop.

Support for this concept can be found in the conceptual elementary
models of Massachusetts and Syracuse (Allen & Cooper, 1969; Hough, 1969).
The program evaluation should be based upon information supplied by all
persons involved (Andrews, 1972; Weber & Cooper, 1972). Dickson, Kean,
and Andersen (Andersen, et al., 1973) believe that teacher educators
must become adept at employing research as a basic part of the teaching
process. They are supported in this belief by Weber (1973) and Elam
(1971).

In summary, the essential characteristics of the competency-based
educational model are (1) precise statements of specific competencies,
and (2) reliable procedures for assessing competency in terms of appro-
priate criteria; desirable elements include (1) individualized instruc-
tion, (2) differentiated staffing, (3) field centers, (4) in-service
components, (5) proto-cooperation between university, the school systenm,
and other lay groups, (6) continuous evaluation and feedback system,
and (7) systems technology. Johnson (1972) has clearly summarized these
characteristics in the following chart, which compares CBE programs to

traditional programs.



Characteristics of CBE Programs

The main indicator of the
student's achievement is his
ability to do the job for which
he is preparing effectively and
efficiently.

Once a student has demonstrated
his ability to do the job for
-which he is preparing, he may
do it when he has completed his
preparation. Time is not a
factor. He may finish earlier
than others or take more time
than usual if need be the case.

The criterion of success is
demonstrating one's ability to
do the job. Mastery criteria
are used to determine how well
the student performs. He must
satisfy these criteria if he is
to be considered competent.

There is little concern for
entrance requirements. The
student starts vhere he is. If
he is not ready, he is helped to
become ready.

Flexible scheduling of learning
activities is essential to pro-
vide for individual differences
among students. This allows for
Yyear round educational opportuni-
ties and numerous possible times
for enrollment.

There are no fixed rules as to how,
when, or where learning is to be
accomplished.

Opportunities are provided to ac-
quire competencies in practical
field experiences or on-the-job.

Characteristics of Common Programs

The main indicators of the student's
achievement are his knowledge of the

" subject and his ability to tell how

the job for which he is preparing
may be done effectively and
efficiently.

The student operates within
specified time limits such as
academic years, semesters, and
quarters. Class hour requirements
are generally adhered to.

The criteria of success are letter
grades which indicate the extent to
which the student knows the required
subject matter.

Entrance requirements are im-
portant concerns. If he is not
ready he cannot be admitted.

Students are scheduled for instruc-
tion into fairly rigid blocks of
time. The academic year and in-
frequent mass registration are
standard practices.

On-campus classroom teaching is the
most common approach to instruction.
Lengthy on-campus required atten-
dance is standard.

Practical field experiences are
limited.
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Competency-Based Educational Administration

Serious efforts on a national scale toward the specification of
administrative competencies began as a result of a conference sponsored
by the National Association of Secondary School Principals and the
Danforth Foundation. Results of this conference were reported in the

NAASP Bulletin (March, 197L) with the entire issue devoted to the

"Preparation of the Secondary School Principal." 1In August of 1972,
the National Conference of Professors of Educational Administration
formed an Interest Group on Competency-Based Curriculum in Educational
Administration. With aid from CFK, Ltd., this group initiated pub-
lication of the CCBC Notebook, a University of Utah quarterly designed
to serve as a national communications link for those interested in the
Competency-Based Curriculum in Administration (McCleary, Brown, and Gale,
1973).

The literature dealing with the identification ang development of
competencies for school level administrators reveals that thers is
presently a modest, yet g wing, body of information dealing with this
area. Interest in competencies of administrators has heightened in the
last several years. This is evidenced by the number of conferences
held, papers delivered at nationwide professional meetings such as the
American Educational Research Association, National Conference of
Professors of Educational Administration, and the annual conference of
the American Association of School Administrators, as well as published

papers and books.

¢
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Traditional Roles and Responsibilities of School Level Administrators

Statements of competencies must be preceded by delineation of the
specific areas of administrator responsibility. This task has been
seriously impeded by inability to agree upon the role of the admini-
strator (Wochner and Lynch, 1973).

The textbooks immediately before and after the depression (1930)
were written by a relatively small group of people; such men as E. P.
Cubberly, Ward Reeder, Leonard Koos, Arthur Moehlman, N. L. and Fred
Engelhardt.

While these men were indeed college professors, most of their
material and ideas came from school surveys that were conducted under
their leadership. By 1940 there was a well established set of "areas
of study” considered necessary for the school administrator. This list
consisted of from twelve to fifteen items depending on the individual

author. A typical list of thirteen is given below:

Education as a function of government, s*ate and federal
Legal control, school law, tort liatility
Finance

Business management

School plant

Public relations

Supervision

Curriculum

Scheduling

10, Teacher personnel - selecting - rating
11. Pupil personnel

12. Special services

13. Extra-curricular activities

\D@NIO\\.JTJTWI\)H

Since it is quite probable that this list of areas of study came
from the field as a result of the rather extensive survey work, one
could claim that it represents the role of the administrator for that

period in history. It seems to have been assumed that the building

¢
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administrator (principal) would advance to a central office position
which justified an education program that included all levels of school
administration. In this case the role of the principal was not given
separate treatment.

Until the present time these areas of study have persisted in the
-textbooks. There has been some reclassification and consolidation, but
none have been completely dropped. Since the 1940's there has been a
tendency to add a process approach largely borrowed from business
management as taught to prospective administrators in business and
industry. This is based on the assumption that there are certain opera-
tions or processes that are appropriate to any organization whether the
product is automobiles or education.

Most writers trace the beginnings of this movement to Fayol's

Industrial and General Administration (1916). Fayol described five

operations: (1) planning, (2) organizing, (3) commanding, (L) coordina-

tion, and (5) control. This became The Science of Administration

(Gurlick and Urwick, 1937), The Nature of the Administrative Process

(Sears, 1950), and Tue Administrative Process (Gregg, 1957). The coming

of the space age caused a rapid growth in the emphasis on the management
process in the education of the school administrator. With this new
process approach it’may be said that the principal's role is to manage
the school in a manner similar to the way an industrial organization ic
menaged by its chief administrative officer.

The school administration textbook today begins with the "areas of
study" and changes to manageiment techniques, or it begins with the second

and switches to the first as if the author is not sure of the direction
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of development of the field of study. To be on the safe side additional
chapters ave added at the end (or at the beginning) that treat the "new"
topics such as integration, professional negotiations, educational
technology, and civil rights of students.

If the administration textbook reflects the role of the principal,
it is expressed in two points of view: (1) the almost classical approach
represented by the "thirteen" fields of study, and (2) the management
role represented by the introduction of the management process ushered
in by Sputnik.

An excellent beginning point for attempting to understand the role
of the school administrator is the Southern States Cooperative Program

in BEducational Administration's (SSCPEA) Better Teaching in School

Administration (1955). SSCPEA participants expressed these administrator
functions in the form of eight critical tasks: Instruction and Curriculum
Development, Pupil Personnel, Community-School Leadership, Staff Personnel,
School Plant, School Transportation, Organization and Structure, and
School Finance and Business Management. The school administrator applied
administrative functions to the tasks which lie in these eight operation-
al areas.

Although seemingly dated, another early work in delineating the

school administrator's role is Graff's (1956) Improving Competence in

Educational Administration. This work was an outgrowth of conferences

held by the National Conference of Professors of Educational Administra-
tion and the Southerm States Work Conference which stressed areas of
critical tasks of educational administrators. Garland (1955) identified

nine major areas with criteria statements about educational administration.
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These included: {1) employing a creative approach to matters of educa-
tional concern; (2) promoting and securing professional growth of

people comnected with and related to the educational enterprise;

(3) manifesting high ability in the assessment of values, purposes,

needs, and in their translation into realistic educational goals;

(L) exhibiting skills in appraising the manner in which existing
situational factors will affect the attainment of goals; (5) establishing
and maintaining an appropriate climate which enables effective contri-
butions by those involved; (6) initiating and maintaining procedures

and structures which enable broadened participation in the adminis-
trative process; (7) securing an effective utilization of all available
situational resources; (8) envisioning the totality of administration

and integrating its component elements to secure established objectives;
(9) providing for systematic review of all phases of the educational
venture and affecting desirable reconstructions. Rosenterger.(195%),
using direct observation techniques, outlined the following critical areas
of administrative behavior: (1) seiting goals; (2) making policy; (3)
determining goals; (&) cooriinating administrative functions and structure;
(5) commnicating; and (6) fostering human relations. Shriver (1955) listcd
five critical areas of responsibility: (1) administration of staff person-
nel; (é) administrator-school board relationship; (3) directing school
commnity relations; (L) managing the fiscal and business aspects of the

school system; (5) administration and organization of instruction and pupil
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services. Van Meter and Leftoff (1972) specified twelve "Referent
Topics" with which a building level administrator should demonstrate
competence. Competency objectives, representative behaviors, and
suggested evaluation procedures are sub;umed under each topic. Their
"Referent Topics" include: (1) instructional improvement; (2) curriculum
development; (3) student services; (4) community relations; (S) district
orientation; (6) discipline procedures; (7) fiscal management; (8) per-
sonal improvement; (9) legal monitoring; (10) staff support; (11)
planning and development; (12) evaluating and assessment.

The National Association of Secondary School Principals (1970) has
attempted to categorize the updated role of the seccndary school prin-
cipal. It lists the following categories in addition to providing brief
statements of functions under each category heading: (1) an educational
leader; (2) an administrator; (3) an interpreter; (L) a conflict mediator;
(5) an educator of educators; (6) an omnibudsman; and (7) a professional.

Demeke (1971) addressed himself to the changing role of the school
principal and pointed to the direction taken by competent principals.

He discussed seven areas of competence which include: (1) leader and
director of the educational program; (2) coordinator of guidance and
special educational se.vices; (3) member of the district and school staff;
(4) 1link between the community and the school; (5) administrator of
personnel; (6) member of the profession of educational administration;
.nd (7) director of support management.

Gorton (1971) investigated the relationship between the secondary
principal's instructional expertise, as perceived by the classroom

teacher, and the likelihood that a teacher with an instructional problem

a9
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would seek the principal's assistance. He found that perceived expertise
was the most important variable in determining whether or not a teacher
would seek the assistance of the principal. In addition, of four
potential sources of instructional leadership (principal, department
head, teaching colleague, or central office staff) the principal was
perceived as having the least degree of expertise for helping with
instructional problems. As a result of these findings, Gorton con-
cluded that the principal may need to redefine his role responsibilities.
In contrast. McIntyre (1973) argued that administration and improverent
of the instructional program is an important domain of responsibility
for building level administrators. Brubacher and Olsen (1972) confronted
the probiem of role specification by identifying the four functions
critical to the administrator's job: (1) plamning; (2) communicating;
(3) allocating; and (i) evaluating. ‘

The Sccondaxy School Principals Association of Utah, coordinated
by E. T. Demars (1966), generated lists of responsibilities and compe~
tencies for secondary school principals. These were categorized in broad
areas and are as follows: Planning, Organizing and Generally Supervising
the Educational Program, Staff Personnel Administration, Improving the
Instructional Program and Instructional Materials, Admiristering the
Counseling and Guidance Programs, Student Pexrsonnel Administration,
Student Govermient and Extra-Class Activities, School Business and Plant
Administration, Parent and ‘Community Relations, Clerical Work and Office
Management, Working with the Central "ffice and Higher Educational Levels

of Organization, and Personal and Professional Activities.

sy
>
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As evidenced in this survey of conflicting administrative role

competencies of school level administrators must be the identification
of areas of responsibility appropriate for the system for which they are

being adapted.

Specification of Administrative Competencies

I
l
‘

descriptors, the initial task in the specification and development of
|
|
\
|
|
|
\

The approach for specifying competencies in administration has

typically taken the form of deriving statements from need assessment

surveys. Using a national sample of secondary principalsz, ¥McCleary,

Brown, and Gale (1973) demonstrated a procedure for identifyirg and ‘

validating statements of competencies. Ratings for thirty-nine compe-

tency statements were obtained in terms of importance and corgpl Sendy |

level required for entry to the principalship. This model has been

further refined and employed in identifying sixty competencies; a com-

puter program which can rapidly and inexpensively rate and prioriiize

statements of competencies has been developed and is appropriats ..

program planning or assessment purposes for toth pre-service and in-

service educational programs (Pol and McCleary, 1973).

A number of other studies designed tc rank order statements of com-

petency for adminisirators as a result of need assessment surveys have

been conducted. Cook and Van Otten (1973) surveyed prime competencies

as perceived by secondary principals; in Hipkins' (196&) survey of pro-

fessors of educational administration, human relations competencies

received priority. Alberto (1970) questioned a number of groups

including government and university officials, as well as superintendents
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and principals regarding priority of competencies. Treblas (1966) found
that the value judgments of 256 public school superintendents established
the following priorities in the training of educational administrators:
(1) development of human relations skills; (2) development of general
knowledge and skills related to the administration of the total school
program; (3) development of the specific understandings and skills
related to subject matter areas and managerial tasks.

Purrington (1968) asserted that since administrator competencies
are related to the effectiveness with which the school functions, the
administrator must to some degree solve the four problems of produc-
tivity, external flexibility, internal flexibility, and reduction of
tension and strain. To solve these problems Purrington suggested that
the administrator must possess minimum technical, conceptuzl, adminis-
trative, and human relations skills. Todd (196l) isolated eight
administrative task areas and concluded that administrator competence
in the task areas of Organization and Structure would demonstraze
competence in the other seven task areas. Klopf (1972) attempied %o
postulate a construct of competencies for the elementary princiral as
educational leader. His list contains personal, generic, and functional
compet >noies.

From research and literature Newbold (1968) identified eleven dimen-
sions of competence: (1) intellectual ability, (2) ability to communicate,
(3) judgment and the ability to make decisions, (}) ability to work with
others, (5) leadership ability, (6) educational philosophy, (7) dependa-

bility, (8) health, (9) content background in education and administration,
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(10) teaching experience, and (11) content background in related disci-
plines. Woodard (1954) determined competencies required of school level
administrators in Virginia and considered implications for pre-service
education. Peterson (1972) has attempted to identify problem areas
related to school finance and translated these into competency statements.
Four areas developed include: (1) program funding analysis; (2) school
budget preparation and administration; (3) projection of future funding
requirements; and (L) finance system evaluation and change. Applying
a frequent count to books and periodicals (1946-1956) Webster (1259)
obtained a list of 167 competencies which he reduced to 50 discretely
different competencies. Hazuda (1970) identified 59 statements of
competencies for school business officials.

Several studies dealing with administrator competencies and tasks
deserve elaboration because of their particular significance for this

study. These are studies by Harry Hartley (1972), Kenneth McIntyre

(1972), and the Program Development Committee of the Department Com-

mittee of the Department of School Administration and Supervision at
California State University at Los Angeles (1972).

Hartley, in attempting to employ Planmning, Program, Budgeting
Systems (PPBS) in high schools, offers thirteen clusters of tasks which
he feels principals are expected to do. Additionally, he lists three
sub-tasks under each of the primary tasks. McIntyre {1972) has listed

32 competencies, 8 key responsibilities, and many illustrative indicators.
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The Program Development Committee of the Department of School
Administration and Supervision at California State University, Los Angeles
(Rasmussen, 1972) has developed a particularly helpful list of School
Administrator Competencies.

As these lists suggest, the mere proliferation of ccmpetency state-
ments is a potential source of considerable confusion. The task becomes
one of sorting through lists to find those statements which are appro-
priate for a particular system for devising new lists for one's special
purposes. In addition, there is the danger that institutions and
systems may become unable to communicate as a result of rigid adherence
to different lists of competencies. To overcome these problems,
Erlandson (1973) has generated a framework designed to relate compe-
tencies from various sources; it is entitled "Framework for Administrator
Competency Assessment" and is the in the process of being tested; data
will be available in the near future.

Similarly, Seiforth (n.d.) has developed a two dimensional model
for specifying competencies. Criteria are identified on a process and
a skills dimension and behavior is assessed and feedback provided on the
basis of a checklist and skills-process grid. Mode-building of this
type could contribute the structure critical to an integrated approach

to program development based on competencies.

Performance Criteria and Assessment Procedures

A basic requirement of a performance-based program is that the

performance statements be validated in practice. As validation pre-

supposed agreement on the statements of competencies comprising
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administrative behaviors, a review of the literature reveals only
scattered efforts to establish conclusive validation (Wochner and Lynch,
1973). Relatively few studies have ventured beyond the needs assessment
stage in the identification of competencies in educational administration.

Although discussing characteristics rather than criteria, Borg,
Burr, and Silveste? (1961) suggest that "what is needed in the develop-
ment of criteria of administrator effectiveness is a bold, behavior-
oriented approach which would include measures of human relations skills,
effectiveness in dealing with administrative role playing, leaderiess
group discussion, and similar techniques taken from fields of psychology
and eociology" (p. 337).

Gaynor (1972) discusses several instruments which may be helpful
in measuring administrative performance. Two of the instruments, the

Action Analysis Profile (AAP) and the Means of Communication Profile

(MCP), have been tested with persons playing the role of the principal

in simulated environments. Two others, the Task Analysis Profiie (TAP)

and the Administrative Style Analysis Profile (ASAP), are currently

being tested with practicing principals, teachers, and citizens in real

school situations. The Task Analysis Profile is designed to assist the

respondent in describing his perception of the functional content of

the principal's role. The Administrative Style Analysis Profile is

designed to help him describe his perceptions about the process of the

principal's role. The Action Analysis Profile has been developed to

help identify patterns of administrator performance in simulated
environments. As an instrument it represents, essentially, a taxonomy

for content analysis. The Means of Communication Profile is designed
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to provide for the principal with feedback about the ways in which he
communicates with people.

Other instruments which may be helpful in this investigation are

Halpin's (1956) Leader Behavior Description Questionnaire (IBIQ),

Halpin and Croft's (1963) Organizational Climate Description Question-

naire (OCDQ), and The Principal's Profile (Sprowles, Smith, and Kenney,

1966).

Bolton (1972) descrited a method designed to facilitate data
management in the assessment of the administrator and his effectivness
in evaluating school processes and products. Campbell (1952) developed

an instrument for assessing leadership competency. A procedure comprised

of a series of situational tests has been developed at George Peabody
College for Teachers (n.d.) for the purpose of assessing competency in
educational administration. Boardman (i971) reported an attempt to
develop a computer-based feedback model for an administrative simulation.

The Croft Leadership Action Folio (1969) reviewed the types of
evaluation devices for assessing school principals used nationally,
including (1) instruments where self-appraisal is optional, (2) instru-~
ments where evaluation is required by law, (3) instruments which include
checklists in all areas of performance. DeVaughn (1971) outlined models
for evaluation forms of two types: (1) performance standards-oriented,
and (2) job tasks oriented. Several publications by Educational Research
Service (196&, 1968, 1970) described programs of administrative evalu-~
ation and samples of the measuring instruments are included. The

California Elementary School Administrator's Association (1955) has
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compiled their standards of performance under the following categories:
human relations, administrative skills, and professional growth.
Obviously, a number of evaluation scales and measurement instru-
ments have been developed for assessing administrative performance.
However, the need remains for the development of evaluating procedures
derived from criteria defined in behavioral terms and related to an

organized and integrated set of competencies.

Humanistic Performance Appraisal

When principals are asked to submit to an appraisal of their skills
in achieving the goals of the organization, at least two things could
happen. They have the option of cooperating, and of fully accepting
the attendant risks in saying, "I can't do that." Or they could feel
so threatened that they have to cover up and merely go throush the
motions demanded by the appraisal process, without investing anything
of themselves. Theory and research show that there are several variables
which will encourage self-investment in the performance appraisal process.

The appraisal process should be based on supportive communication.
Recent research findings in the area of interpersonal communication
identify the antecedents of defense producing communication. These are:
evaluating or judging the listener, displaying a sense of superiority
or lack of concern for time, being perceived by him as seeking to control,
manipulate, or deceive, and displaying certainty and finality in the
communication process (Gibb, 1965). On the other hand, Gibb found that
supportive communication had the opposite effect-~it encouraged opemmess

and voluntary changes in employee behavior. Supportive communication is

>
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characterized by the use of descriptive or informational terms, an
atmosphere of equality, spontaneous natural behaviors, efforts to

share in defining and solving problems, evidence of empathy and respect
for the listener, and a "provisional" or tentativeness attitude instead
of certainty and finality on the part of the listener.

Other research emphasizes the supportive approach. Melli ger
(1956) studied interpersonal trust and comaunication. He found that if
a person did not trust another, he tended to hide his own attitude about
an issue so that the accuracy of the listener's percepticn wac impaired.
If this situation existed in an appraisal process, positive results
would be improbable.

Performance appraisal should be linked to helping principals
develop their own identity, the "intrinsic self" of which Maslow (1968)
speaks. Maslow would seévperformance appraisal as & tool to discover
identity in which "we discover who we are, what we love, what we hate,
what we vaiue, what we are committed to" (p. 692). By accepting the
person in the performance appraisal process, we help him not to give up
his "self" as he acquires new habits, but to enhance identity. Maslow
believes that by '"showing the learner what are his aptitudes, what he is
good for, not good for, what are his good raw materials, his good roten-
tialities," we actually enhance self-identity (p. 693). In this process,
learning to be a person becomes more central and more basic than just
the im@ersonal learning of skills.

It is also important to be aware of the relationship between per-

formance and motivation in the performance appraisal process. Mager

-
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and Pipe (1970) distinguish between a performance discrepancy caused by
a skill deficiency and one caused by a motivation deficiency. Skill
training will be ineffective if the problem exists because a task is
punishing, or unrewarding. Hertzberg's research on the motivation-
hygiene concept (Hertzberg and Hamlin, 1961) points out that the
bighest motivators, what could be called the humanistic growth factors,
are: freedom to act, an atmosphere of approval, involvement, respon-
sibility, recognition, and utilized aptitudes. When these motivators
are not present, stress is induced (Marrow, 1972). This stress camnot
be reduced by skill training. Therefore in a humanistic performance
appraisal process, an appraisal must also include the nonskill related
factors of an individual's performance, what has been termed herein as
the motivational factors.

Principals should be encouraged to accept responsibility for their
own development. Brehm (1966) studied the negative effects of restric-
tion on behavioral freedom, such as is communicated when a person is
forced into a training program. He found an increased desire to do
vwhatever the individual believes he may not be able to do, as well as a
feeling of hostility toward the person who seeks to restrict his freedom.
According to Byers (1970, p. 248), all management development isc
essentially self-development. Therefore, the role of the organization
is to provide the "growth climate" along with che education, training
and planned experiences which supports and supplements the individual's

self-development efforts rather than to compel the employee to undexrgo

training.
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The "growth climate" is established more readily if the following
conditions, according to MacGregor (1957, p. 7), are met:

1. The shift of emphasis from appraisal by a superior to analysis
by the subordinate himself. The subordinate becomes an active
agent, not a passive object. He takes responsibility for
developing his own potentialities. This in itself can have
quite an impact on a person's self-esteem, job satisfaction,
and feelings of security, for he is utilizing his own
capabilities to achieve both his own and the organization's
objectives.

2. The shift of emphasis in the basic assumption as to who knows
what is best for the subordinate. In the traditional approach
to evaluation, the assumption is that the superior knows what

. is best for the subordinate. In the newer approach, the
subordinate is assumed to know what is best for himself.

3. The emphasis shifts from concentrating on the past to con-
centrating on the future. Appraisal thus becomes a means to
a constructive end.

4. Finazlly, the emphasis in the newer approach is on performance,
on action related to goals. Personality becomes less of an
issue.

If these conditions are established, the changes are lessened that
principals will be in the dark about where they stand. Nor will they
forget that they are the mein participant in their own developmeat, and
are responsible for it.

Kindall and Gatzer (1966, p. 1L6) spell out what can be said to be

a humanistic approach to performance appraisal:

1. The subordinate knows in advance the basis on which he is going
to be judged.

2. The superior and subordinate both agree on what the subordinate's
job really is.

3. The program takes place within the superior-subordinate
relationship and should strengthen it.

Ii. The program is a sclf-correcting characteristic which tends to
help people set targets that are both challenging and reachable.

€
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5. The program provides a method of spotting training needs.

6. This appraisal approach treats as a total process a person's
ability to see an organization problem, devise ways of attacking
it, translate his ideas into action, incorporate new information
as it arises, and carry his plans through to results.

To summarize, performance appraisal to be humanistic, recognizes
that the human being is the organization's most valuable resource and
that the main objective is to help the individual, in this case the
principal, to optionally achieve his own potential.

In a study at one of the NASA bases; Marrow (1972) found that
role ambiguity was significantly related to low job satisfaction and to
feelings of job related threat to one's mental and physical well being.
The more role ambiguity the individual reported, the lower was his
utilization of skills and knowledge, and the lower was his utilization

of his administrative =nd leadership skills. This lack oi utilization

also edversely affected satisfaction, and increased job related threat.

Training Program Packages

Several prototypal models of competency-based training packages for
educational building administrators are in the process of development.
At the University of Kansas (Van Meter and Leftoff, 1972) a multi-~
purpose, competency-based program has been implemerted which can be
used for pre-service, in-service, or self-improvement. Competency
objectives, representative behaviors, and suggested evaluation proce-
dures are included, as well as three levels of performance for the
competencies: resident stage, intern stage, and the practitioner stage.

The competency-based individualized p;ogram instituted at the

University of Utah (McCleary, 1972) specified three dimensions relative
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to ¢ ach competency: (1) content specified in terms of conceptual,
technical, and human skills; (2) levels of learning specified as famil-
iarity, understanding, and application; and (3) methodology in terms of
sixteen identifiable types. The Utah R and D Learning Lab is currently
in the process of specifying competencies, developing instructional
modules, and determining effectiveness of learning.

The University of Connecticut (Brubacher & Olsen, 1972) has
prepared a total competency-tased program in educational administration
and a 39~item questionnaire has been devised for evaluation of compe-
tencies.

The University of Vermont (1972) has implemented a competency-based
program for educational administration which includes ten general
objectives, a process by which students select specific objectives,
alternatives for achieving each objective, and a portfolio evaluation
system.

California State (Rasmussen, 1972) has revised its administrative
training program based on statements of administrative competencies.
Areas of competency included are human values and skills, technical skills,
and knowledge, theories, and concepts.

Various recommendations for innovation in training of administrators
have been considered. Culbertson (19€9) offered suggestions for content
and structure, recruitment, and delection, instructional approaches,
field—reiéted experiences, program evaluation and development. Hughes
and Achilles (1971) have proposed a training model which tailors a joint

program for a district-selected trainee and a practicing school adminis-

trator in an intern-extern appreach which required close cooperation




between the university and the local school system. A tri-partite model
for a competency-based program in educational administration was pre-
pared by Moore (1973). It is composed of limited basic courses, campus
learning centers, and field laboratories; both in-service and pre-service
components were included. y

Relationship Between Results Management
and Principal Competency Development

Scanlan (1969) believes that productivity, or management for
results, is a way of insuring maximum utilization of individual talents
and strengths along the way to achieving maximum levels of achievement
for individuals, for departments, and for the total organization. In the
development of the results management approach, Scanlan recommends that
a process of functional analysis of the job be carried out to determine:
(1) areas ofAresponsibility, and (2) to develop performance criteria
and measures of performance. The next step, according to Scanlan is to
develop specific objectives for improvement where a manager feels
improvement slhiould be made. It is at this point that the connection
between competency development and results management is immediately
apparent. When the employee is not able to achieve the performance
objectives with his current skills, a competency development process is
necessary. Thus, competency development must be seen as an integral
part of the results management process. When a preiaration program is
successful, individuals will be able to accept greater job responsi-
bilities, will become more independent, and will be ready for possible

future advancement. In a prhrase, they will achieve better results.

9
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Summary

Competency-based education challenges traditional methods of edu-

cational though and may be the most important movement in education

today. Used properly, competency-based education has the potential of

transforming existing methods of instruction to a more relevant level in
today's rapidly changing society.

There is a congiderable body of literature currently being accu-

mlated in the area of competency-based educational administration.
This material represents a valuable source of directicn and guidance for
the development of competencies for building level administrators in
Thomas County. The products and experiences of other groups involved

in the task of competency-based development have been immensely useful
in developing a program which is uniquely suited to the needs of Thomas

County as well as adaptable to similariy situated school districts.




DEVELOPMENT AND CLASSIFICATION OF COMPETENCY STATEMENTS

Introduction

The most important task of this initial phase of Project R.O0.M.E.
has been to identify specific competencies which are relevant to the
principals in Thomas County and meaningfully classify these compe-
tencies by functional levels of responsibility. The result of this
work--a final classified list of 306 administrative competency state-
ments--provided the basis for all other components of the Project.

This portion of the Project Report will describe in detail how
the administrative competency statements were developed. It is divided
into two major sections: (1) Competency and Model Development, which
includes a discussion of the literature review, synthesis process,
model development and description, flowchart and rewriting of statements
in performance terms, and the affect-knowledge levels needed in the
future; and (2) Input from Thomas County Principals used in developing
the competencies, which includes a discussion of the workshop, Goals for

Georgia, and a time-motion study.

Competency Development Processes

Literature Review

Initial attempts to identify competencies of building level adminis-
trators in Project R.0.M.E. began with a review of existing competency
statements in the professional literature of competency-based education

and educational administration. Project staff reviewed research for a

N
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three month period, compiling lists of competency statements found in
50 literature resources. In many instances competencies were identi-
fied by other related terms currently used by various authors such as
administrative duties, responsibilities, necessary performances,
functional roles, etc.

Preparation of an ERIC (Educational Research Information Clearing-
house) search yielded an extensive computer printout identifying many
of the sources used in compiling the list of competency.statements. The
descriptors and related terms used were principals, ccapetencies, job
skills, administrator role, task performance, administrator respoﬁsi-
bility,administrator evaluation, administrator qualifications, educational
responsibility, leadership responsibility, school responsibility, manage-
ment development administrator education, and management education.

Project Staff also reviewed books written in the area of competency-
based education and educational administration, education and administration
journal articles, doctoral dissertations, working papers produced by
competency-based programs throughout the country and related project
reports in preparing the list. fin estimated 3,000 compstency statements
were compiled from the literature sources and listed according to

bibliographic information in Appendix G . The statements found in

the compi.ation do not necessarily fit either the definition of compe-
tency or the classification system (R.C.C.H1.) used in Project R.0.M.E.

They represent the kinds of roles, functions, duties, responsibilities,

etc., deemed important by professionals writing about the principalship.
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Classification of competency statements found in existing profes-
sional literature sources began with the definition of important aspects
of a principal's performance in the schools. Literature sources described
seven functional areas of principal job responsibilities. Additionally,
the "form" of existing competency statements implied that six adminis-
trative operations or major areas of administrative behavior were an
integral part of principal job performances. These.two basic dimensions
were used by Project R.0.M.E. staff as an initial system to classify
competency statements. However, as identification and classification
tasks proceeded, it became obvious that a more inclusive model wouid
best serve the purposes of Project R.0.M.E. The result was the generation
of the R.0.M.E. Competency Classification Model to synthesize and classify
existing competency statements found in the professional literature,
and to facilitate the rewriting of prinéipal competency statements in

performance terms. (Avpendix H ).

Rome Competency Classification Model

Initially Project Staff sorted each of approximately 3,000 compe-
tency statements derived from the literature according {o the
appropriate functional area of responsibility represented by statement
content. If the statement was more logically classified in an adminis-
trative operation, it was categorized accordingly. .Perusing existing
competency statements revealed a large amount of duplication requiring
synthesizing and reduction of statements without the elimination of
content emphasized in literature sources. In this manmner, the initial

compilation was reduced to approximately half (1500) by eliminating

obvious duplications.
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Once the initial compilation was reduced by eliminating overlap
and statements were sorted into grid categories, a system was developed
for standardizing the form in which statements were written. Because
of the wide variety of ways in which statements were written and
delineated in the professional literature, the decision was made to
generate and classify competencies on the basis of their overall
performance characteristics. A distinction needed to be made between
competency statements written in performance terms as opposed to exisfing

statements of knowledge or affect competencies. To fit the predicied

uses of the model (described below), competencies written in general
performance terms were preferred to those reflecting knowledge or affect
concepts of competence.

Thus, three primary considerations were made in classifying existing
competency statements to fit the Rome Competency Classification Model
(R.C.C.M.): (1) the degree to which a given functional area of responsi-
bility was reflected in the content of a particular statement, (2) the
major administrative operation indicated by the statement and (3) the
degree to which the statement met performance specifications.

To facilitate the rewriting of existing competency statements in
performance terms, a system flowchart was desipgned t- standardize state-
ment format. (Appendix I ). Statements of principal competence
were consequently standardized according to form, and rewritten state-
ments were logically classified in the R.C.C.M. In order to avoid
problems with the complexities of the language found in existing compe-
tency statements, a word list synonymous with administrative operations

of the model was generated (Appendix J ). This list does

G8
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not necessarily represent a complete list of all possible termg; however,

it was useful in both rewriting statements according to flowchart compo-~

nents and classifying statements within R.C.C.M. cells.

A set of general

guidelines for the logical classification of competency statements using

the R.C.C.M. is reflected in the system for rewriting and classifying

s ’
competency statements. (Appendix K ).

The designed system for rewriting existing competency statements
and classifying them in the R.C.C.M. was applied to the reduced set of
1,500 principal competencies. In cases where statements could not
satisfy characteristics of the system, they were eliminated or were
rewritten to meet system specifications. This process again prevented
elimination of "content" believed to be important by those writing in the
professional literature. As statements were compiled and fitted to
various R.C.C.M. cells, duplication in étatements was eliminated by
components within the designed system. This process served to reduce
the set of approximately 1,500 competencies to approximately 315. The
initial compilation of competency statements denied from the‘literature
(3,000) was reduced by approximately 90%. Large numbers of competency
statements synonymous with certain administrative operations, e.g.,
planning are represented in the classified list, while other areas in
the R.C.C.M. were hardly represented. One possible sxplanation may be
that those writing in the area of professional competency of school
administrators view certain aspects of the principal's functioning as
more important than others.

The rewritten list of competency statements (see pages 10 to 5k of

Competencies for Building Level Administrators, Project R.0.M.E.,

(ﬁ-—
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August, 1974; for complete list) is organized on the basis of two
considerations: (1) the level of generality or specificity of a par-
ticular statement once it has been identified with the appropriate model
cell, and (2) whether a particular statement is a logical performance
indicator of a more generic competency existing above. Therefore,
performance statements at the second or third levels are not in all
cases "indicators" of mare generic competencies under which they are
classified. The rewritten list also yielded general competency state~
ments for which no performance indicators were found in the literature.
No inference should be made that performance indicators cannot be added
to the list. As performance indicators are identified for competency
statements which are not specifically delineated, they can be added to

the classified list.

Description of Model Dimensions

Functional Areas of Responsibility

Functional areas of responsibility as designated by the R.C.C.M.
represent a general consensus of traditional principal roles derived
from the literature. Several major areas defining a principal's job in
his school were reoccuring in the professional literazture. In order to
identify Functional Areas of Responsibility, Project R.O.M.E. staff
synthesized existing job rate lists and delineated seven areas most
frequently emphasized in the professional literature. The model is not
static in this respect and dictates that other functional areas could
be added as necessitated by future study. As other discrete areas of
responsibility are identified as being independent of those already

defined, they could be added and appropriate competency statements written.

€0
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Responsibilities identified in the Functional Area of Responsibility
Curriculum and Instruction include such things as reviewing instructional
programs, materials, curriculum problems, educational plamming, and
achievement testing programs. To the extent that competency statements
reflect responsibilities in instructional leadership, they would be
classified in this R.C.C.M. cell. The functional area of Staff Person-
nel includes staff utilization, employee benefits, personnel information,
+a Service workshops, etc. Competency statments in this R.C.C.M. cell
would reflect required performances necessary for efficient functioning
regarding a principal's lieadership with his staff. A more complete list
of conceptual examples synonymous with each Functiunal Area of Respon-

sibility can be found in Appendix L .

Administrative Operations

Administrative Operations as defined by the R.C.C.M. appiocimate
processes or behaviors implemented by school administrators when
performing administrative duties in school systems. The intersection of
administrative operations with a Functional Area of Responsibility
collectively defines and identifies role responsibililties and perfor-
mances related to successful task completion. Functional areas and
administrative operations are interdevendent when viewing the principal's
role in the school. If the role of the principal is viewed without also
considering the opesrations which are performed in various funciional
areas, the resulting definition is incomplete in that no '"process" is
considered. The collective examination of Functional Areas of Respon-
8ibility and Administrative Operationc aided Project Staff in determining

what competencies or behaviors were important for maximizing principal

G
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performance in a particular cell. The same approiach aided in rewriting
and generating logical statements of principal competence by clarifying
areas of responsibility and alministrative behavior involved in principal
performance.

Each administrative operation defined in the R.C.C.M. is independ-
ently functioning. That is, one can enter the A iministrative Operations
domain at any point in any Punctional Area. If, for example, one needs
to implement a budget, he would begin at the "implementing" and "Fiscal
Management" cell on the R.C.C.M. However, the assumption hz. becn made
that sufficient information has been collected, plans made, thoughts
communicated and decisions made prior to the implementation phase.

Implicit in all six administrative operations is the concept of
recycling. This may occur in any particular operation separately or
from one operation to another (i.e., from "decision making" to

"collecting information").

Collecting Information

Collecting infoxmation is a compiling of data needs to perform
tasks. It is a diagnosis phase, a synthesizing of available information,
and identifying possible sources of information. Information can be
collected in any of the seven fumctional areas of responsibility,
depending upon the principal's need at any particular moment. For
example, if the principal is interested in finding out how parents feel
about instituting a new method of reporting pupil progress, he would be

collecting information in the functional area of school-community

interface.
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Planning

Alternatives are considered, objectives established, and re-
sources allocated, maximizing objectives on a pre-determined schedule
in the planning operation. Curriculum planning, for example, might be
sitting down with the curriculum council considering alternative pat-
terns for structuring the high school social studies sequence with re-
quired and elective courses. Plamning in the area of support management
might involve working with the Director of Transportation in cénsidering
alternative bus schedules for transporting students tc and from scheol
each day.

Communicating

This process is vital in all of the administrative operations.
One cannot collect information, plan, implement, or evaluate without
communicating. However, when communicating is considered as a separate
operation on the R.C.C.M., it indicates an exchange of information about
ideas. Communication is involvement of staff, students; community, etc.,
in exchanging information about the ideas one has.

Decision Making

During this operation, the most reasonable alternative is chosen
from among those being considered in any of the functional areas of re-
sponsibility. For example, the most reasonable bus schedule for a school
is selected, or the most viable means for reporting pupil progress is
chosen.

Implementigg

This operation involves putting a decision made into action. For

63
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example, if a school is implementing a flexible-modular schedule,
several alternatives would have been considered in terms of number of
modules, length of modules, frequency of change in the schedule, etc.
Once the most viable schedule had been determined, it would be implemented
in the school.
Bvaluating

This process generally requires that data are collected, analyzed,
and compared with pre-determined standards or past performances. Par-
ticular evaluation ccupetencies may relate to either process or product
evaluation in any functional area of responsibility.

Reference Groups

The R.C.C.M. conceptualizes the principal's performences of
various competencies or competency "clusters" in relationship to groups
of persons most logically affected by this performance. Reference Groups
represent "publics" with which the principal interacts daily on the job,
rather than an additional dimension for classifying competency statements.
As principals become competent and perform existing competencies, con-
sequences of performance should be observable. For example, the prin-
cipal may have acquired competencies in the area of Staff Personnel that
relate to the Administrative Operation of Planning. If the principal is
competent in this area, then staff within his school would logically
represent the referent group most directly affected by the performance
of this cluster of competencies. Staff members in his school would be
in the best position to evaluate performances in this area since they are
wost directly affected by them.

Using another example, suppose the principal's performing is
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related to the functional area of School-Community Interface. More
specifically, talking with members of the community concerning various
policies and procedurss, ~tc., in his particular school. Community,
then, rather than other referent groups, would be in the best position
to evaluate how well he is interacting with community members. The
larger commumity, for this particular cluster of competencies, would be
logically in the best position to assess whether the principal is com-
petent.

Various referent groups could yield information about existing
competency levels of principals in relationship to competencies of
identified and known importance. In this sense, r~ference groups could
be surveyed to establish baseline information about current levels of
principal competence in relationship to competencies in the R.C.C.M.,

a form of external or consequence evaluation.

Assumptions of the Rome Competency Classification Model

The Rome Competency Classification Model (R.C.C.M.) necessitates
that several assumptions be made about the way in which principal conp-
etencies have been initially conceptualized, classified, and potentially
made operational. The assumptions delineated below include specific
considerations given to the competency classification and synthesis
processes used in the initial phase of Projec: R.0.M.E.

1. The model assumes that ccmpetency statements classified

within any model cell reflect overt performances of the principal.

Since the system for rewriting principal competencies required

that competencies meet performance specifications, statements of

competence written assumedly refiect real principal behaviors.
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2. The rodel =rrnes that competency staiemonts classifiable
within tae oL 23 least two chzr:~! istics represented
by the =~31 .0 .7 15 -7 Adzinistretive Cperations and
Functional Areas of Responsibility.

3. The moiel assumes that knowledge and affect competencies
waderlie ~L. v ~i1 {nal performances classifizble within the
nmcdel. Howsver, imnuledze and affect cemyectencies assumedly
must be refle+*»3i in overt performances of the prinecipal if
they are to become operationalized and/cr measured.

L. The model assumes that competency staiements classified in

any model celli represent behaviors of the principal that are
discrete ani distinguishztle from one another. The R.C.C.IHM,

assunes that performances in sne model cell, taken singularly
nr in combination. azre dis*imymurghable at {he Loharioral level
from those in other model cells.

5. The nodel assumes that model dimensions (Funca;onal Areas of
Responsibility and Administrative Operations) do not neces~
sarily represent a "mirror imege" of all the realities with
which a principal deals in his daily funciioning. The

ied ~ompetencies and moucl limensions

o

"reality" of identif
is stroncly deoendeat uren the fubture 3ecnurmnlation ~f ohser-

vasional and other meni-~ursment iata %~ establich the validity

D
0

of the performance statements, and to rslate these to essential
functioning on the job.
6. The model makes no assumption about the relative impor-

tance of principal performances classified in partigular

‘n
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moedel cells. The importance of particular competencies re-

flecting certain administrative operations and functional areas

of responsitility may well depend upon Jjudgmental data de-
rived from local system needs.

While the first synthesis and rewriting of competenc.ies
has been in general performance terms, the R.C.C.M. assumes ihat cer-
tain knowledge and affect compotencies are required if particular
performances are to occur. One future task of the competency based
administration project in the State of Georgia might center on identi-
fying nowledge and affect bases for the performances currently
classified.

Discrete characteristics of the model imply that those competen-
cies classified in the front, upper, right-hand cell, indicating the
operation of Collecting Information in the functional area of Curriculum
and Instruction, are different performances than those competencies
classified in other model cells. The validity of this assumption can
only be checked through direct observation and/or measgrement of
principal performances on the job. In addition, discrete characteristics
of the model imply that the principal's overall competency in any
FPunctional Area of Responsibility is best understood as an accumulation
of "clusters" of competencies unique to particular Administrative
Operations. When a particular principal is obsexrvad and evaluated
against external criteria or in consideration of consequences generated
by his performance, he might be judged competent in some model areas
and not in others. This conception of viewing principal competence

allows for existing variability in principal competencies between




particular principals in various systems and schools. For future

needs assessment, diagnostic, and training purposes, these are con-

sidered assets of the R.C.C.M. The model then becomes adaptable to

the variability in school systems in various locations.

There may be "generic" sets of competerncies that all principals
need as minimum essentials to function competently on the job, regard-
less of school considerations. The identification of these generic,
essential competencies must await future evaluation and assessment
activities. In addition, the model assumes that clusters of competencies
required of a particular principal in a particular school may be quite
different from those required for other principals in other school
systems. The R.C.C.M. serves the purpose of logically classifying
competencies developed in the future to .it traditionally accepted
roles of educational administrators. To this extent, the model is
considered a practical and useful device.

Uses of the Rome Competency Classification Model

As efforts towards developing competency based training and
certification programs for educational administrators in the State of
Georgia continue, several uses of the R.C.C.M. seem feasible. The uses
described below reflect conceptual applications of the model to fit the
needs of impending competency based programs at the State, local and
university levels. The model is not directly applicable to any of the
< uses discussed at this time. However, future project efforts might
center on the tasks described below, using the R.C.C.M. as a working

conceptual framework tc guide research and development activities.
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1. Classification of Competency Statements: The model can be

used for the future classification of additional competency statements
representative of the various Puncitional Areas of Responsibility and
Administrative Operations already identified. While first efforts
towards ident fying and developing administrator competencies in
Project R.0.M.E. have necessitated a focus on overt performance state-
ments, identification of subsumed knowledge and attitudinal components
is considered important. The model can serve as a format for the logical
classification of information related to performances of the principal
deemed necessary if performance is to take place. If the principal has
to "understand® certain bodies of information, and has to "know how! to
do certain tasks, then identification of a knowledge base for all per-
formances seen as essential becomes an important task.

Once identified and logically related to statements of performance,
knowledge and attitudinal information can serve as the basis for the
development of criterion referenced tests. These instruments have
utility at the pre~service and in-service levels for answering gquestions
related to whether a particular administrator has and/or understands
the esgsential information assumed to underly the performance of many
diverse competencies.

2. Development of Training Packages: The model could be used

in the future development of training packages for assisting principals
in moving from "where they are" relative to an assessment battery, to
where they would like to be" relative to particular competencies.
Using competencies identified in particular model cells (clusters),

training packages could be developed on the basis of objectives derived
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from the competency statements themselves. It appears that at least
forty-two distinct training packages could be developed from the R.C.C.M.
to date. As additional competencies are identified and classified,
additional training packages would be in order. Thus, the model allows
for the development of training materials specifically related to
particular Functional Areas of Responsibility and their interactions
with specific Administrative Operations.

3. Evaluation and Assessment Activities: The model might be

used as a conceptual basis for developing assessment and evaluation
procedures to determine where the principal stands in relaiionship to
competencies in various model components. The model dictates that
asseasment activities are of at least two types. The first might be
called internal evaluation, which sets the objective of answering
whether a particular principal is meeting performance criteria establish-
ed fc;r particular competencies within the model. The second type of

evaluation, external or consequence evaluation, sets the objective of

assessing principal performances on the basis of information provided

by those logically effected by his performance -— the various Reference
Groups in t.he R.C.C.M. BEvaluative information forthcoming from internal
evaluation procedures answers questions concerning the degree to which

a given principal is competent. Evaluative information derived from
external evaluation procedures answers questions about whether particular
competencies are deemed important and/or are practiced, as judged by
those with whom the principal interacts.

L. Principal Profile Analysis Systems A fourth use suggested

-3
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by the R.C.C.M. is the development of a principal profile analysis
system. A profile analysis instrument derived from clusters of c.m~
petencies identified within the R.C.C.M. might have both diagnostic
and prescriptive value. Where training packages have been developed
on the basis of objectives derived from competencies in various model
cells, a needs assessment instrument administered to particular prin-
cipals could provide information about needed training to increase or
acquire competence. Such a profile analysis system would be most use-
ful for assessing the needs of and training administrators at both the
pre-service and in-service levels. Administration of a principal pro-
file analysis system to principals in the field may generate information
about the principal's needs, which can baa combined with other needs
assessment strategies for a particular school system. Once competency
needs are established, training {or specific competencies can proceed
through the use of developed training programs.

5. Certification Programs: The model could be used as a guide

for the establishment of competency' areas and performance criteria
necessary for the development of competency based certification systems
for school administrators. Validated competencies, synonymous with
various Functional Areas of Responsibil @ty in the R.C.C.M., for example,
might be used i:or establishing areas of administrator certification in
the state. A state program might choose to certify principals in several
different competency areas, and at various levels. Areas of certifica~
tion would be dictated by assessment procedures based upon certain
competencies, and certification levels by the degree to which principals

met competency criteria. Level I certification might consist of a
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principal demonstrating knowledges identified as essential for the
performance of particular competencies through the administration of
more traditional objective tests. Level II certification, on the other
hand, might consist of assessment of principal performance in either
simulated situations or on the job. Alternative certification programs
) might include Level I and Level II certification of principals using

a minimum set of essential, generic competencies, deemed important in

producing student achievement as well as other products in the school.
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INPUT FROM THOMAS COUNTY PRINCIPALS USED IN DEVELOPING
THE COMPETENCIES

A primary objective in developing the final list of competencies
was that they accurately reflect the educational goals and needs of
Thomas County.

Thomas County principals and other county administrative personnel
provided ihput in the development of the competency statements through
their participation in three important studies: a special workshop
held in Thomas County, a survey concerning the Goals for Georgia, and

a time-motion study.

The Thomas County Workshop

A workshop was held in Thomas County in Jamuary, 1974 for the
purpose of delineating and defining locally desired principal compe-
tencies.

Participating in the two and one~half day work session were prin-
cipals and administrators from Thomas County, R.0.M.E. Project staff
members from the University of Georgia, and two outside consultants.

dAppendix M , "I-rticipants in the Thomas County Workshop.").

The purposes of the workshop were fourfold:

1. To establish a solid working relationship between the
University of Georgia and Thomas County;

2. To provide an opportunity and environment whereby the Thomas

County staff could feel an ownership in their part of the
project;
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3. To identify problems which were felt to be important at the
grass roots level; and

4. To write competency statements which had been translated from
the experiences in Thomas County, as these experiences iclated
to the role of the principals.

In order to accomplish these objectives, a procedure called the
"Nominal Group Process" was utilized. (Appendix W , "Guidelines for
Leadership in Conducting Nominal Group Meetings."). This process was
followed step-by-step as workshop participants entered each new phase
of their assignments. A great deal of importance was placed on the
process by which the specific workshop tasks were accomplished. In order
for the Project to be a success, it was important to create an atmosphere
of cooperation and mutual help between the Thomas County staff and the
University of Georgia stuff.

The workshop centered around this -question: '"What are the most
sigmificant barriers or problems preventing principals from fulfilling
their responsibilities and functioning effectively?"

On the first day of the workshop, after a brief get-acquainted
preriod, the total group was sub-divided into two smaller groups repre-
senting a fairly even balance between university and public school. The
two groups, each headed by a consultant, were located in two different
Trooms.

Each group member was asked to write dow:: specific items which would
begin to answer the question: "What are the most significant harriers
or problems preventing principals from fulfilling their responsibilities
and functioning effectively?" After twenty minutes, the leader began

asking each member of the group to suggest answers to the question. Each

3
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participant in turn suggested an item which the leader then wrote on
newsprint and displayed at the front of the room. No editorializing,
valuing, or debating occurred at this point. Each participant's state-
ment went on the newsprint as it appeared on his own worksheet. The
leader continued going around the group until all the items on each
member's worksheet had been suggested at least once. Using this process,
each group arrived at a total of L3 statements.

After the lists for each participant were exhausted and the L3
total statements written on newsprint, each group membef was given ten
file cards. The group members were asked to look over the 43 statements
and pick the ten which personally seemed to be the most crucial in
answering the original question. The participant was then asked to
assign a point value of ten to one to each of his statements. The
mmber ten represented the most crucial item, in the opinion of the
individual participant, and the number one represented the least critical
item. Bach participant gave his ten cards to the leader and, during a
break, the cards were tabulated and the results displayed on the news-
print.

After the first vote was completed, each participant had an
opportunity to analyze the results. The leaders allowed discussion
concerning the results--questions could be asked, concerns raised, and
ranking disagreements airea. Anyone could defend any item, even those

items which received few or no points. After this discussion, a second

voting took place, and the results once again were tabulated.
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Pages 68 and 70 show the results of the two tabulations. For
example, Item #3 under Group 1 says: "Lack of specific long and short
range plans by the District." Under the column titled "lst Vote" there
is a 7 under the Nominations Column and a 54 under the Points Column.
This means that seven different people listed this item as one of their
top ten, and.it received a total of 5} points from these seven individ-
uals.

The same procedure was used for the second vote as for the first.
The result was a "Priority List According to Total Points" for each of
the two groups. (See pages 69 and T71).

6n the second day, the two groups were brought together to analyze
the results of Thursday's activities. The data had been compiled, typed,
and duplicated for the participants. The first item of business was to
take the 22 statements which had been prioritized by the two grcups on
Thursday (eleven from each group), follow the same process with the
three-by-five cards and the ranking from ten to one, and arrive at a
prioritized list which the total group could zccept. (See page 72,

"Priority List Accordirg io Total Doints"}.
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GROUP I

Responses to the question: "What are the most significant barriers oxr problems
which prevent principals from fulfilling their responsibilities and functioning

effectively?"
lst Vote 2nd Vote Item
Nom.* Pts. Nom. Pts. No.
0 0 0 0 1. Dealing with ineffective teachers.
0 0 0 0 2. Teachers demanding too much of a principal's
time.
7 shL 9 69 3. Lack of specific long and short range plans by
the District
L 27 T 33 L. Lack of good relationships with teachers and
staff members of all levels.
3 30 L 19 5. Inadequate financial resources and tudget
constraints.
6 35 10 60 6. Difficulty of keeping lines of communication
open at all levels.
5 35 7 50 7. Consistently maintaining an atmosphere con-
ducive to learning.
0 0 0 0 8. Ineffective time budgeting.
1 L 2 14 9. Lack of ability to recognize and utilize
unusual talents of faculty.
5 28 6 35 10. Conflict between personal and organizational
goals.
2 20 L 25 11. Should be a change agent for innovation in
the school (receptivity).
2 13 2 6 12, BEspirit de corps.
0 0 0 0 13. Lack of personnel to do the job.
1 6 5 27 1L, More adequate systems of testing and placin
students (evaluation and students and staff).
L 26 3 18 15. Lack of objective-centered instructional
approach.
1 3 2 9 16. Failure to delegate specific responsibility
to teachers.
3 18 0 0 17. Ambiguous assignment of decision making
responsibility.
L 21 3 13 18. Pressures of time preventing principal of
doing the job as he perceives it.
L 2L 3 9 19. Maintaining effective and diplomatic public
relations with community as a whole.
L 27 5 16 20. Bxcessive non-administrative responsibilities
and expectations. :
2 5 0 0 21, Little effort toward staff development
programs for principals.
2 12 1 8 22. Span of control.
3 5 0 0 23. Serve as major force for curriculum of the
school.
1 3 0 0 2L, Time required to state and restate problems.
0 0 0 0 25. Doing the work of school nurse.
¥Nominations
68




1st Vote 2nd Vote Item
Nom.¥ Pts. Nom. Pts. No.

1 2 1 L 26. Changes in social and economic conditions
placing stress on school.

L 18 3 6 27. Solving discipline problems.

3 9 1 3 28. Inadequate professional training in
curriculum development skills.

3 16 1 1 29. Difficulty in interpreting school program to
the community.

3 18 8 38 30. Failure to keep abreast of latest develop-
ments and ability to adapt.

1 8 2 T 31. Inadequate knowledge of community's educa-
tional desires.

1 8 L 2l 32. Difficulty in reaching agreement on what
principal is supposed to do.

6 35 6 inn 33. Accountability without: authority.

1 10 0 0 3L. Limitations of school building design and
equipment.

1 7 1 5 35. Lack of cooperative Central Office and Board
of Education.

0 0 0 0 36. Unwillingness to look at things objectively.

0 0 0 0 37. Stability and fairness-consistency.

5 21 5 23 38. Inadequate support from community and Central
Office.

0 0 1 2 39. The principal's image.

2 9 0 0 L4O. Change in.training and certification for
teaching and administrative competence.

2 13 3 12 L41. Lack of involvement of parents, children, and
staff.

2 13 1 8 L2. Ineffective use of community resources.

2 10 2 12 L43. 1Inability to recognize needs of teachers.

PRIORITY LIST ACCORDING TO TOTAL POINTS

3. Lack of specific long and short range plans by the District.

6. Difficulty of keeping lines of communication open at all levels.

T+ Consistently maintaining an atmosphere conducive to learning.

33. Accountability without authority.
30. Failure to keep abreast of latest developments and ability to adapt.
10. Conflict between personal and organizational goals.

L. Lack of good relationships with teachers and staff members of all levels.
14. More adequate systems of testing and placing students (evaluation and
students and staff).

11. Should be a change agent for innovation in the school (receptivity).
32. Difficulty in reaching agreement on what principal is supposed to do.
38. Inadequate support from community and Central Office.

*Nominations




Responses to the question:

effectively?"
1st Vote 2nd Vote Item

Nom.* DPts. Nom. Pts. No.
1 6 0 0 1.
2 10 1 1 2.
3 22 L 20 3.
1 1 0 0 L.
2 11 2 11 5.
2. 10 0 0 6.
1 1 0 0 T.
3 23 6 L2 8.
0 0o 0 0 9.
2 13 2 16 10.
1 10 3 21 11.
1 1 2 10 12.
2 8 0 0 13.
L 25 5 23 1L.
1 8 1 L 15.
1 1 0 0 16.
0 0 0 0 17.
0 0 0 0 18.
5 37 7 23 19.
L 28 6 35 20.
3 17 5 22 21,
1 8 1 10 "2
1 L 0 0 3.
L 17 7 3L .
0 0 0 0 25.
0 0 0 0 26.
1 7 0 0 27.

*Nominations
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GROUP II

-

"What are the most significant barriers or problems
which prevent principals from fulfilling their responsibilities and functioning

The multiplicity of day by day tasks (crises?)
with which a principal is confronted.

Mundane tasks--hurt knees, lunch money, dis-
cipline, bus schedule.

Community customs, pressures, mores, and
power structures.

Parents who believe that school.s should be
run like they were when they attended school.
The principal has responsibility without
authority--the principal is held responsible
for functions and duties for which no one or
no group in the school organization holds the
authority.

The abundance of paper work.

Lack of personality (friendliness).

“Lack of skills and abilities.

Discipline problems.

Lack of personal initiative and follow-through.

Lack of professional competence.

Parents who can't cope with integration.
Handling of complaints from parents, teachers,
and students.

Inability in handling people in a consistent
way.

Lack of effective channels withi the school
system to implement the skills possessed.
Mores of the commununity in terms of expansion
of educational? »fferings.

Lack o1 ingenuity.

Students and teachers who bring their biases
to the school from the home, church, and
community.

Poor organization.

Being inflexible and close-minded concerning
change.

Lack of adequate evaluation methods and
procedures in the system.

Poor motivation.

Bus problems.

Lack of tact in dealing with problems and
people.

Not presenting clean, neat appearance.

Local politics in the community.

Lack of perseverence.

70
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Inability to make decisions.

Not setting fair rules and keeping them.
Internal politics within the school system.
Reads too much complication into the job--
keep it simple.

Poor communication with the staff.
Unenthusiasm about task at hand.

Lack of clearly defined objectives in the
system.

Being unaware and not having the ability to
sense student activity and problems (not
street smart).

Defensiveness toward criticism.

The buck-~-stops-here concept--being perceived
as the final authority by people in the
system, causing time to be consumed by petty
things (poor staff organlzatlon in dealing
with daily problems).

Poor public relations.

Not being the real leader.

The traditional disciplinarian concept
(father of the school).

Lack of funding for special (innovative)
projects.

Lack of continuity in day by day operations.
Lack of fortitude.

PRIORITY LIST ACCORDING TO TOTAL POINTS

Being inflexible and close-minded concerning change.

Lack of adequate evaluation methods and procedures in the system.

Community customs, pressures, mores, and power structures.

1st Vote 2nd Vote Item
Nom. ¥ Pts. Nom. Pts. No.
L 26 6 L5 28.
0 0 0 0 29.
1 3 1 3 30
0 0 0 0 31.
8 L6 7 L5 32.
0 0 0 0 33.
5 26 7 33 3L.
L 16 2 8 35.
1 8 0 0 36.
L 17 3 13 37.
1 3 1 5 38.
0 0 0 0 39.
3 10 0 0 LO.
o1 3 0 0 Ll.
1 L 1 1 L2.
1 L 0 0 L3.
32. Poor communication with the staff.
28. Inability to make decisions.
8. Lack of skills and abilities.
20.
2L, Lack of tact in dealing with problems and people.
19, Poor organization.
34. Lack of clearly defined objectives in the sytem.
1. Inability in handling people in a consistent way.
21.
11. Lack of professional competence.
3.
*Nominations
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Rank Total
Ordexr Nom.¥*  Points
1 18 91
2 17 80
3 1l 68
I i3 65
5 1L 6l
6 10 62
T 10 53
8 12- L5
9 -8 L3
10 8 31
11 9 30
12 6 20
13 6 16
1 5 6

*Nominations

PRTIORITY LIST ACCORDING TO TOTAL POINTS

(Total Group)

Lack of clearly defined objectives and specific long and
short range plans in the system.

Difficulty of keeping lines of communication open at all
levels.

Proper understanding of and sensitivity to community
customs, pressures, mores, and power structures.

Lack of good relationships with the people with whom the
rrincipal deals (tact, consistency, etc.).

Poor organizational skills.

Consistently maintaining an atmosphere conducive to
learning.

Inability to make decisions.

Difficulty in reaching agreement on what principal is
supposed to do.-

Accountability without authority.

Should be a change agent for innovation in the school
(receptivity).

Inadequate support from community and Central Office.
Lack of adequate evaluation methods and procedures in
the system.

Failure to keep abreast of latest developments and
ability to adapt.

Conflict between personal and organizational goals.
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At this point in the workshop, Dr. Charles: Julmson of the University
of Georgia discussed the concept of competency and its definition. This
discussion was important because it occurred immediately prior to the
actual .writing of competency statements by workshop participants. The
discussic.. centered around the ideas contained in a paper entitled
"Proposed Criteria for Evaluating Statements of Professional Competencies
for Teachers," by Dr. Johnson (Appendix O ). The word "principal" was
substituted for the word "teacher" as the criteria for a competency
statement.

Following Dr. Johnson's discussion, the total group was sub-divided
into four working groups. Each working group (containing both public
school and university participants) was given one of the li ststements
and asked to begin generating competency statements. Fox example, Group
1 was asked to examine the "barrier or problem" concerning "Difficulecy ol
keeping lines of communication at all levels." The firsi btask of the
group was to identify some positive competency statements from ibi
concern--that is, what are some things a principal wouid have to d¢ in
order to knock down this barrier? Group 1 developed three ciatements:
(1) The principal keeps open lines of communication with his staff;

(2) The principal keeps open lines of comrmnination witlh stadents; and
(3) The principal keeps open lines of communication with commurii ty and
parents. After these three statements were generated, some performance
criteria (level 2) statements were needed: What are some specific things
a principal could do which would indicate that he was "competeni” in each

of these three areas of keeping open lines of communication with s*tafir,
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Thomas County Workshop
January 25, 197h
Group 1

I. Difficulty of keeping lines of communication open at all levels

II. Competencies

1.

2.

The

principal keeps cpen lines of communication with his staf?

Provides opportunity for informal and formal communication
with staff

Conducts regular staff meetings

Communicates with other principals by attending regular
meetings

Arranges for non-instructional staif meetings as needed
Disseminates general information to faculty througn

memos

Bstablishes and participates in reciprocal lines of
commmunication to Central Office

principal keeps open lines of communication with studenis

Arranges and schedules all school assembly prosgrams
Utilizes inter-school communication system for announce-
ments

Disseminates information through homeroom teacher

Makes himself available to students formaily and informally -

principal keeps open lines of communication with commurity
parents

Sends written commmications via students to parents
Organizes and perpetuates P.T.C. activities

Actively participates in civic and fraternal organizations
as public relations to the school

Creates awareness of the school's activiiies in the
community through fthe news media

ITI. Incorporated into document
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students, and community? These verformancze criter.a (or indicators) are

listed as 1.1, 1.2, 2.1, 2.2, 3.1, 3.2, etc. (See page Th).

On the final day of the workshop, the activity of the four groups
(developing competency statements and performance criteria) continued.

For three more hours, items from the 1l priovitized statements were
assigned to each of the four grours.

By the end of this activity, a total of 11 statements from the
original 1l had been considered by the four groups. The results was
competency statements, in varying degrees of sophistication, for il
different "problems." (Appendix P , "Competeney Statements Developed
During the Thomas County Workshop").

The final activity involved only the consultants and the Thomas
County staff. Workshop objective #1 had been accomplishad, and some
final input was needed from the Thomas County staff, without any inflaence
from the university staff.

The consultants provided the principals with the orrortuniiy or ~dding
any items they felt should still be included in the 1ist of 1} priorizized
statements. The principals added only three items: "Inadeguate finzncial
resources and hudget constraints," "Lack of personnel to do the job,"
and "Inaoility to recognize tearherc' needz.”" Ocadlr? < 7ice persomel

were given the same opportunity but did rot add any new items. The

same procedure for achieving a rank order (picking the top ten, assigning
points, etc.) was followed, but with the Central Office participants and
principals being separated. This allowed the participants Lo check the

pexceptions of the two groups, again without the university influence in

the room.




A comparison of the rank orders by the two goups illustrates the
variation in their perceptions. For example, the statement "Difficulty
in reaching agreement on what principal is supposed to do" was ranked
quite differently by each group. Principals saw this as no problem at
all, because it received a rank order of 17 but of a possible 17 state-
ments--it was lowest on their list. However, Central Office personnel
listed this as their sixth most criticai problem, cut of a total of I7.

(See page T7)-

Operationaiz_ng the Goals for Georgia

One of the tasks originally proposed through Project K.O.M.E. vzs Lo
develop a list of principal competency statements consistent with imple-
menting the Goals for Georgia. The Geals for Georgia are a result of the
1969 Georgia Assessment Project and represent 6 educational guzls deemed
important for the state of Georgia.

Prior to the Univewsity of Georgia's involvement in the Project,

Mr. John Clark, Title III Director in Thomas County, distributed the 8é
Goals for Georgia statements to 225 educators, community and busine.s
leaders, and students in Thomas County for evaluation and ranking.
Using the Delphi Technigue--a method developed by Land Corporation for
the systematic solicitation and collection of experi opinion--the survey
resulted in a prioritized listing of the 86 goal statements. (Appendix
Qe ).

In January, 197hL, University of Georgia Project stafl sent the
first twenty-five Goals for Georgia statements, as ranked by personnel in

Thomas County, to principals and selected administrative staff in Thomas




PROJECT R.O.M.E.
Thomas County Workshop

January 26, 1974

PRIORITY LIST ACCORDING TO TOTAL POINTS
(PRINCIPALS AND CENTRAL OFFICE)

Principals Central Office
Nom.* Pts. R.O.** Nom. Pts. R.O. Statement

5 31 2 6 L8 1 Lack of clearly defined objectives
and specific long and short range
plans in the system.

5 22 5 5 L5 2 Difficulty of keeping lines of
communication open at all levels.

L 26 L 2 15 10 Proper understanding of and sensi-

tivity to commnity customs, pressures,
mores, and power structurss.

3 15 11 5 22 6 Lack of good relationships with the
people with whom the principal deals
(tact, consistency, etc.).

¥¥Rank Order

L 29 3 L 23 5 Poor organizational skills.

5 37 1 5 L1 3 Consistently maintaining an atmo-
sphere conducive to learning.

5 19 7 L 2l L Inability to make decisions.

1 2 17 Y 22 6 Difficulty in reaching agreement
on what principal is suppcsed to do.

2 1 12 L 1 11 Accountability without authority.

2 16 8 5 16 9 Should be z change agent for
innovation in the school {receptivity).

2 6 15 1 3 15 Inadequate support from community
and Central Office.

2 10 13 3 13 13 Lack of adequate evzluation methods
and procedures in the sysiom.

L 22 5 5 17 8 Failure to keep abreast oif latest
developments and ability ito adapt.

3 16 8 3 13 13 Confiict between personal ard
organizational gozls.

L 16 § 0 0 16 Inadequate financial resources and
budget constraints. ‘

2 6 15 0 0 16 Lack of personnel to do the job.

1 8 14 L iL 11 Inatility to recognize teachew's
neeas.

*Nominations
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Thomas County Workshop
January 26, 1974

PRIORITY LIST ACCORDING TO TOTAL POINTS
(PRINCIPALS)

Consistently maintaining an atmosphere conducive to learning.

Lack of clearly defined objectives and specific long and short range
rlans in the system.

Poor organizational skills.

Proper understanding of and sensitivity to community customs, pressures,
mores, and power structures.

Difficulty of keeping lines of communication open at all levels.
Failure to keep abreast of latest developments and ability to adapt.
Inability to make decisions.

Should be a change agent for inmovation in the school (recepiivity).
Conflict between personal and organizational goals.

Inadequate financial resources and budget constraints.

Lack of good relationships with the people with whom the pxincipal
dealis (tact, consistency, etc.).

Accountability without authority.

Lack of adequate evaluation methods and procedures in the sysiem.
Inability to recognize teachers' needs.

Lack of persomnel to do e job.

Inadequate support from community and Central Office.

Difficulty in reaching agreement on what principal is supposed to do.

PRIORITY LIST ACCORDING TO TOTAL POINTS
(CENTRAL OFFICE)

Lack of clearly defined objectives and specific iong and short plans
in the system.

Difficulty of keeping lines of commmication open at all lievels.
Consistently maintaining an atmosphere conducive to learning.
Inability to make decisions.

Poor organizational skills.

Lack of good relationships with the people with whom the principal
deals (tact, consistency, etc.).

Difficulty in reaching agreement on whati principal is supposed Lo do.
Failure to keep abreast of latest developments and z2bilitvy to adapt.
Should be a change agent for innovation in the school {receptivity).
Proper understanding of and sensitivity to community customs, pressures,
mores, and power structures.

Accountability without authority.

Inability to recognize teachers' needs.

Lack of adequate evaluation methods and procedures in the system.
Conflict between personal and organizational goals.

Inadequate support from community and Central Office.

Inadequate financial resources and budget constraints.

Lack of personnel to do the job.
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County, as well as other educational leaders in Georgia. For the purpose
of operationalizing the Goals for Georgia at the building level, those
persons participating in the survey were asked to suggest two or three
jobs or activities for each of tne 25 priority goal statements. These
jobs or activities were to be examples of specific tasks a principal
would either need to do himself or direct others to do in oxder tc
accomplish those goals Thomas County citizens felt were important for
Georgians both :.ow and in the future. Of approximately 25 seleczizd
administrative personnel to whom the request war sent, 15 completed
the task znd returned the information to the Project R.O.M.E. stafi at
the University of Georgia.

Once received, the examples of jobs and activities irdieztive
implementing the priority Goals for Georgia (25) were analyzed according
to particular goal statements. A list of all examples wasg arranged by
prioritized goal statements. Statemesis from which pexfummemce compe-
tency statements could not be derived and those pussessing redundant

content were eliminated. endix R contains the list of principal

performances necessary to operationalize the 25 prioritized Gozls ior

Georgia statements.

The revised statements were classified according to the Functional
Areas of Responsiviiity of the R.C.C.M. for twu purposes: (1) %o :1:eili-
tate the later development of principal competency statements, and
(2) to see how statements surveyed by personnel were distributed according
to the Functional Areas of the R.C.C.M. At the end of Appendix R is
a Data Tabulation Lheet which includes: (1) the Goal Statements Number

(1-25); \2) the total number of principal performances indicated for




80

each Goal Statement, excluding the radundant jtems and those for which
no competency statements could be generated; (3) 2 breakdown by tne
seven Functional Areas of Responsibility; and (h) grand totals for
items 2 and 3.
The lict of principal performances necessary to operationalize
the Goals for Georgia statements is useful for several areas of the
portion of Project R.0.M.E. concerned with identifying competencies
for principals. This list is useful both now as well as in the future
as plans are made to continue the various components of the curreat project.
1. The list is useful in writing additional competency statements
and performance indicators. In working to develop competencies,
assessment techniques, and training packages for principals, it
becomes essential to consider two important variabies: {1) what
does the community in Thomas County value as important educa-
tionally, and (2) how do we bridge the gap between something
called competencies for principals and the actucl instruction
for children which goes on in the classroom?
2. The list is useful in forming a baseline set of data for
determining system-wide goals in Thomas County.
3. The iist is useful in providing rpecific examples of needs
for deivrmining system-wide objectives derived from ihe goals.
L. 9he list is ueseful in providing direction to principals as
they znd their stafis determine building level objectives for

the Management by Objectives (MBO) program in Project R.O.I.E.
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5. The list is useful in serving as input for a staff development
effort to tie together or coordinate: the Goals for Georgia,
the development of building level goals and objectives, and
the development of competencies and performance indicators

classified according to the R.C.C.M.

Time-Motion Study

Consistent with Project R.0.M.E.'s commitment tc develop compe-
tencies for school principals in Thomas County, it was felt that a
pilot time-motion study describing tasks principals performed during
their routine daily functioning might serve the project staff in
several ways: '

1. To test the usefulness of time-motion observations as a
means of validating acquired competencies.

2. To understand methodological problems generated by systematic
observation of principals on the job.

3. To better understand the variations in time spent in various
administrative acitivities.

L. To preliminarily compare principal performences at different
school levels, i.e., elementary, to middle, to secondary, etc.

5. To provide descriptive information to Thomas County principals
which may be useful in the more efficient scheduling of time
devoted to various tasks and the more effective use of staff
personnel..

6. To examine the relationship between what principals see as
significant barriers hindering their performance on the job
and what observers describe them as actually doing.

7. To test the utility of future tir.e-motion studies as a means
of validating acquired competencies.

Data Collection, tabulation, end analysis, was carried out "non-

evaluatively." That is, no attempt was made to describe how "well"

0 &0
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principals perform their jobs or to establish guidelines concerning

what principals "should" be doing. However, while tl'e assessment of
quality of principal's performance was not the goal of the study, the
data summaries were considered potentially useful in a "self-examination"

of one's performance on the job when compared to the system as a whole.

Model for Classifying Activity Descriptions

An additional consideration of Project Staff in implementing the
time-moticn study focused on checking the usefulness of the R.C.C.M.
Functional Areas of Responsibility as a categorization schema for
principal performances.

Project staff clavsified activity descriptions of Principals in
Thomas County according to seven functional areas of responsibility of
the Rome Competency Classification Model (R.C.C.M.). (See Appendix H:
model) The model was formulated after searching the professional
literature in compestency bascd education and educational administration
in order to classify and synthesize existing competency statements
found in the literature and to facilitate -—he classification and
rewriting of principal competency statements in performance terms.
Functional Areas of Responsibility which comprise a principal's job in
the school are a follows:

1. Curriculum and Instruction
2. Staff Personnel
3. Student Personnel

L. Support Management

5. School-Community Interface
6

7

¥

Fiscal Management
System-Wide Policies and Operations

£
b




83

Conceptual examples of the seven Functional Areas of Responsibility can

be found in Appendixi.

Methodolo

Subjects
Subjects participating in the time-motion study in Thomas County

were six principals, and three assistant principals. The focus of this
report, however, will limit the discussion to data collected on the
six principals. Additional biographical data for Thomas County

principals is given in Table I.

TABLE I PRINCIPALS IN THOMAS COUNTY

Sex Yrs. Experience Ed. Level
School A F 28 Bachelors
School B M 28 5th yr. certificate
School C M 35 Masters
School D M 20 6th yr. certificate
School E M LhL 5th yr. certificate
School F M 1L A=l

Thomas County School System

Three elementary, two middie schools and one high school with a
combined student population of approximately 4,020 persons, comprise
the Thomas County School System. The county is less urban than the
nation as a whole with only 56.7% of its population living in towns as

compared to the national average of 70G.6%. A1l schools in Thomas County

'
&
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are classified as rural. More information on the six schools is summa-

rized in Table II.

TABLE IT SCHOOLS IN THOMAS COUNTY

Enrollment Staff Size Grades
School A 330 19 1-5
School B 340 21 1-8
School C 1400 70 9-12
School D 1300 60 1-5
School E 350 16 6 only
School F 760 33 7-8

Observers
Six female residents of Thomas County were employed con-
tinuously for one week as observers. Although all observers held

Baccalaureate degrees, no previous observational experience was reported.

Procedures

Observers were instructed by three Project R.0.M.E. staff members
and the Thomas County Title III director to follow the principzls for
one week to time their discrete behavior changes and to provide specific
behavioral descriptions of their activities as they occurred. Descriptive
behavioral data collected in this way provided a continuvus description
of performances of each principal and a designation of time spent in
each activity. Observers were asked to report specific activities in as
much detail as possible without discussing the items with the orincipals.
Due to the confidentiality of some school matters, obsexrvers were

cautioned that a principal may request to conduct some conferences

23
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privately. Principals were able to use this option at their discretion
during the entire data collection period.

A joint workshop with Project R.0.M.E. staff and Thomas County
principals was held on Jamuary 24-26, 197L subsequent to the observer
training. At that time procedures were discussed with the principals.
Data collection began on January 28 and ended on Februwary 1, 1974. On
the basis of principal validation, this was a typical week with few
interruptions of daily routines.

At the end of the first day of data collection, the Thomas County
Title III Director met with observers to review observation procedures
and discuss problems and questions resulting from the actual data
collec%ion. No further in-service meetings were held with observers.

Data Tabulation

Data for each principal consisted ;f the total number of minutes
engaged in classifiable activities, arranged by days of the week.
Observational data (descriptions of principals' performances during the
observation period) were categorized by two project staff members using
the Functional Areas of Responsibility of the R.C.C.M. as a behavioral
category schema. A criterion of consensual agreement between both
staff members was used when deciding in which category a particular
activity description recorded by an observer would be placed. Data
for each principal consisted of the total number of minutes spent each
day in activities judged to be synonymous with categories in the data
tabulation schema.

Owing to either incomplete descriptions given by observers or to

Lo |

a4 .




time lapses in which no activity was recorded, a Miscellaneous and an

Unclassified category were added to the data tabulation form. Principal

performances representing interactions not classifiable due to incomplete

observer descriptions (e.g., "received phone call"), were recorded as

amounts of time spent performing Miscellaneous activities. Time periods

for which no specific performance description was given (e.g., Mat
lunchroom") were classified as Unclassified units ~f time.
Results

Table III represents the weekly total number of minutes spent in
each Functional Area of Responsibility arranged by schools (principals).
Alphabetical labels used in the table can be cross-refercnced to alpha-
betical listings in Table II for comparison purposes. Based on an
average eight hour work day for each principal, the total possible
number of minutes spent during the week for each principal was ap-
proximately 2400. The total for all principals was approximately
14,400 minutes.

Inspection of the grand totals column of Table III indicates that
the Fuﬁctional Areas of Student Personnel, Staff Persomnel, and Support
Management received the highest weekly totals, followed by School-
Commu.nity. Interface, Curriculum and Instruction, and Fiscal Management
respectively. Apparently a significant amount of these principals'
time during the cbservation week was consumed by activities judged as
representing Student Personnel, Staff Personmel, and Support Management
Functiéns of the principalship. The predominance of activities in these

areas is supported by inspecting the number of minutes spent in tnese

T
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areas within various schools. Large amounts of time spent in these
areas is a relatively consistent finding across schools. It is to be
noted that a large total number of~minutes were recorded in both the
Miscellaneous and Unclassified categories. Any variation between schools
in these categories may be attributed to observer bias as well as
principal performance.

Table IV represents the total percent of time spent in each
Functional Area of Responsibility for all principals combined relative
to the total number of minutes in the work week. Again, inspection of
‘the totals column indicates that when viewed collectively, principals
‘in Thomas County spend the largest percentage of time in Student Pexr-
sonnel, Staff Personnel, and Support Management. Relatively small
percentages of time were spent in Fiscal Management and Curriculum and
Instruction activities. It might be noted in this regard tha® profes-
sional writers in the area of school administration oftern see Curricu-~
lum and Instruction activities as important parts of the principal's
role. Slightly over 25% of the total time during which the principals
were observed represented activities categorized as Miscellaneous oxr
Unclassifiedé. Again, the assumption can be made that principals obsexrved
were participating in some school-related functions during these per-
centages, however, inaccurate observer descriptions did not alloé for
classification in one of the seven Functional Areas of Responsibility
in the R.C.C.M.

Daily percentages given in Table IV can be interpreted as

representing the total percentage of time spent by all principals in




TABLE IV

PERCENT OF TIME BY DAY SPENT IN FUNCTIONAL AREAS RELATIVE TO
TOTAL WORK WEEK

Functional Area M T W T _F Total
Curriculum and Instruction 0% 0% 1% 0% 0% 1%
Staff Personnel 5% 3% e 2% 3% 17%
Student Personnel W S% Sk X% 5% 2%
Support Management % % %4 1% % 16%
School-Community Interface 1% 2% 1% 4 24 8%
Fiscal Management 0% 0% 0% 0% 0% 0%
System-Wide Policies A

and Operations 1% 1% 0% % 1% 6%
Miscellaneous % 1% 2% o4 24 1%
Unclassified T 7 S SR T 13%

TOTAL 100%

89
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each Functional Area when compared to the total number of minutes
during the work week. For example, the combined principals' data
indicates that all principals together spent approximately 5% of the
total week's time on Monday in Staff Personnel functions. Daily
rercentages across days remained fairly consistent in each Functional
Area of Responsibility. While some time was spent in Fiscal Management
activities (see Table III), the percentages relative to the total work
week approached zero in Table IV when all principals' data were combined.

Table V represents an analysis of the total percentage of time spent
by all principals combined, on each day of the week, in various Functional
Areas of Responsibility, in relationship to the weekly amount of time
spent. For example, 1% of the total amount of time spent by all
principals in Curriculum and Instruction activities during the week was
spent on Monday. Of the total amount of time spent by all principals
during the week in Staff Personnel, 2L% was spent on Wednesday, etc.
Thus, Table V provides a representation of the degree to which the
principals observed performed activities synonymous with various Fun-
ctional Areas of Responsibility across days. The percentages can not
be interpreted meaningfully in terms of total minutes spent in each
area, on each day. If one were to ask what percentage of the total
amount of time spent during the week in any functional area was spent
on Monday, Table V provides the answering data.

Table V ;an be interpreted as representing the "evenness in
distribution of principals time" in various functional areas, on
various days of the week. In Support Management, for example, per-

centages across days varied from a low of 18% on Monday, Wednesday,
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and Friday, to a high of 26% on Thursday. Thus, these figures might
represent the evenness in distribution of total time spent during the
week, in any Functional Area of Responsibility, across days of the week.
Variability in observers recording accuracy may be indicated by ti.e
variation in figures for days of the week in the Miscellaneous and
Unclassified categories.

Appendix S contains a more detailed description of Thomas County
principal performances during the week observed, in each Functional
Area of Responsibility.

The systematic development of a classified list of competencies
for school adminivtrators requires that the competencies can, in some
way, be meaningfully related to the principal's daily functioning in
his job. Obtaining judgmental data from principals and other profes-
sionals having knowledge of the principalship can provide ini‘ormatiox;l
about the perceived importance, utility, meaningfulness, etc., of
particular competencies. However, data derived from professional
Judgments do not answer questions concerning whether particular be-
haviors to which competency statements refer are, in reality, performed.
This information is oaly forthcoming from direct, systematic observation
of principals within the context in which they routinely work. Time-
motion data are useful for this purpose.

The non-evaluative approach to systematic observation of principal
performances used in the Project R.0.M.E. time-motion study can generate
data useful in a self-examination by Thomas County personnel on the one
hand; and provide a process description capable of being built into

competency validation and assessment procedures in the future.

10z




Summary
The competency component of Project R.0.M.E. has developed and
classified a list of 306 administrative competency statements by
seven Functional Areas of Responsibility and six Administrative Oper-
ations. Functional Areas of Responsibility are as follows:
1. Curriculum and Instruction
tsaff Personnel
Student Personnel
Support Management
School-Community Interface
Fiscal Management
System-Wide Policies and Operations
Six Administrative Operations identified to date include:

1. Collecting Information

2. Plamning

Commnicating

Implementing

3.
L. Decision Makiné
5.
6.

Evaluating
Project Staff developed the R.0.M.E. Competency Classification Model
‘(R.C.C.M.) to classify and synthesize existing competency statements
found in the professional literature. In addition, a system was
developed to facilitate the rewriting and classification of principal
competency statements in performance terms. The competencies were

derived from several sources.
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A review was conducted of existing professional literature in the
competency area. A workshop in Thomas County with principals and
Central Office personnel delinecated and defined locally desired prin-
cipal competencies. In addition, a survey was conducted to prioritize
the first twenty-five Goals for Education in Georgia statements.

Survey respondents were principals and various administrators in
Thomas County and other school systems in the state. Additional edu-
cational leaders in Georgia were also asked to identify two or three
job-related activities necessary to operationalize each of the twenty-
five goal statements. These activity descriptions were categorized
according to the Functional Areas of Responsibility of the R.C.C.M. in
order to facilitate the later development of principal competency
statements. This process provided some understanding of the relative
importance given to functional areas of responsibility when operational~
izing twenty-five Goals for Education in Georgia statements which are
felt important to meet local system needs.

In addition, a time-motion study conducted in Thomas County yielded
information useful to Thomas County principals concerning their actual

daily functioning and its relationship to identified functional areas

of responsibility.




DEVELOPING THE ASSESSMENT COMPONENT

One of the new truisms in comtemporary education is that assessment

is the keystone of effective training and program evaluation. Although

perhaps sounding a bit tri’e, the statement is probably more true than
false. And it is definitely true for any developing competency-based
program in education.

A note on semantics is in order. There is much controversy sur-
rounding the use of the terms "performance; and "competency" in training
programs. As used in the present model competency refers to a set of
knowledges and skills derived from a variety of educational experiences,
e.g., training modules. The term performance refers to an on-the-job
dimension of professional activity.

Another important dimension, and one unfortunately and frequently
overlooked is the assessment of priorities. Stake and Gooler (1971)
suggest that priority data, e.g.,.judgments of the importance of goals
or objectives, .an and should be treated as legitimate data just as are
any test scores, observations, or frequency counts.

A. The Nature of Assessment

The use of the term assessment in Proje:t R.0.M.E. is- similar

to Bloom's (1970) description of systematic approaches to the descrip-

tion of relationships between selected task requirements, criterion

95
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behaviors, and the environment.* The inclusion of the environmental
element distinguishes assessment from other tasks and activities, such
as measurement and testing, associated with evaluating teacher-learning
situations. Assessment concerns itself with the totality of the educa~
tional setting, and is the more inclusive term, i.e., it subsumes
measurement and evaluation, It focuses not only on the nature of the
individual in an educational setting, but also on what is to be learned
and how.
B. Assessment in Competency-Based Programs

Ellis (1972) has noted that the principal is "the man in the
middle." He is virtually required to be all things to all people and
must assume a great variety of roles and responsibilities. This is
particularly true in many of the outlying rural areas in many Southern
states. While once deemed primarily -n educational or instructional
leader, the school administrator is today a manager, personnel director,
iechnician, banker, public relations expert, human relations expert,
media specialist, and also assumes many other roles. The performance
and knowledge requirements for 211 these roles are generally quite
extensive, comprehensive, and frequently complex. These characteristics
must therefore be reflected in any assessment developed which purports
to describe and evaluate principal performance.

Inherent in the concept ofrcompetency or performance-based admin-

istration is the aspect of appraisal or evaluvation. There is a demand

*Assessment procedures and applications are discussed in depth in
Document B: Procedures & Criteria for Assessing the Performance of
School Tevel Administrators also available from Project R.O0.M.E.

105
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for a constant assessment, reorientation feedback of relevant data,
and renewal of compgtencies. With regard to the need for an assessment
system, Bolton (in Wochner and Iymch, 1973) has suggested ten purposes
which might be served. The data from a competency~based assessment
gystem could ~¢ used to:

%« Revise and/or modify goals or objectives.
2. Modify operating procedures.

. Identify new methods of implementing procedures.

. Improve performance of individual administrators.

3
L
5. Supply information for modifications of assignments.
6. Provide data to protect individuvals or the school system.
7. Xeward superior performance.

8

. Provide basis for career planning and individual growth and
development.

9. Validate selection processes.

10. Facilitate self-evaluation.

Although a large number of specific principal responsibilities
will vary from situation to situation, there exist a large number of
general requirementc for an effective school administrator that hold
up over a tremendously large number of positions at a variety or levels.
A basic requirement of a performance~based program is that the per-
formance statements be validated in practice. As validation presupposes
agreement on the statements of competencies comprising administrztive
behaviors, a review of the literature reveals only scattered efforts
to establish conclusive validation (Wochner and Iynch, 1973).

Relatively few studies have venbtured beyond the needs assessment

105
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stage in the identification of competencies in educational administra-
tion. In this regard, assessment in competency-based programs, parti-
cularly with regard to school administrators, is like the weather, as
everybody talks about it, but virtually nobody does anything about it.
Despite the many measurement problems associated with evaluation
in competency-based programs (Quirk, 1974; Merwin, 1973), assessment
must be tied very closely to both training in and certification re-
sulting from such programs. It is obvious, therefore, that any attempt
to develop a competency-based certification at the state or local level,
must rest on sound assessment theory and practice. Indeed, Rosner,
et al. (1972), have noted that:

The preparation of instruments to define performance criteria
is the sine qua non of competency-based certification (p. 26).

In addition, it should be noted that the assessment cf principal
competencies provides an excellent opportunity for theoretician, tech-
nologist, and practitioner to provide a realistic, valid, reliable,
meaningful, and most of all useful information processing system.

The ultimate objective of the assessment effort is to develop a
get of practically administered procedures which will measure a vali-
dated set of competencies that have been demonstrated 39 be related
to desired educational outcc' es. These relationships might be pictured

in the following manner. (See chart on following page.)




T s
- Desired
/ Educational
Administratiye. Outcomes

‘ Knowledges
and Skills

On-the-job
Principal
Performances

e
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The following lists sumnarize the major dimensions of the expected

application of the assesswent data derived from identified competencies.

Type of Dg.ta

Application Area Collection Procedure Question to be Answered.

Pre-Service Criterion-Referenced Does the administrator
Measure have the knowledge and
understanding of how to

do the job?

In-Service Performance Measures Does the administrator
(e.g., observation of in fact apply his know-
on-the-job performance, ledge and skills?
feedback from relevant
groups, etc.)

Certification Combination of above Does what the adminis-
measures trator does make a dif-
frence?
Overview of Project R.0.M.E. Assessment Requirements

The success or failure of any competency-based educational program,

be it involved with the training of teachers, school lunch supervisory
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personnel, or local building administrators, will depend on the degree
to which its effects can be identified a.:ad judged. As McDonald (1972)
has noted, traditional programs have not been held accountable for pro-
viding data indicating that the program or its trainees are "...unr-
quivocable and demonstrably more effective than the traditional...
Such demonstration will be politically necessary if older programs are
to be supplanted" (p. 56). The enlightened use of data systematically
derived from an assessment system, then, sets the "competency movement"
apart from other recent educational innovations. Such data can be used
tos
1. Provide data indicating whether or not a given building
administrator is in fact performing essential tasks and
to what degree.

2. Highlight performance areas where improvement might be

sought.

3. PFacilitate the training of administrative personnel at
the pre-service level.

L. Provide an overall summary evaluation of the operation of
a particular school or system.

5. Frovide data useful in certifying administrative personnel.
6. Assist in the description of the overall school operation.

7. Help design and implement an accountability system at the
local or state level.

Derivation of Competency Indicators

To date 306 competencies have been identified and screened through
the R.0.M.E. Competency Classification Model. The verification of the
importance of these competencies and a prioritizing of them are in
process. Once the more important competencies have been identified

and grouped so as to make sense from an operational and agsessment
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standpoint, indicators of the competencies musi be derived.
effort will be made to state the indicators in performance terms through
the use of behavioral specifiers. Many competencies will have multiple
indicators and will dvaw upon a variety of data sources.
Indicators will probably be descriptions of processes or products.
The emphasis will be on the former as the system, as noted earlier,
will be performance-based. If one of the major intents is to improve
performance, then indicators must be stated as behaviors when feasible.
It is anticipated that all indicators will be verified by having
each of them critiqued by an assessment expert and a practicing admini-
strator. Suggestions for additional indicators and of ways in which

they may be quantified, will be obtained.




DEVELOPING A PROTOTYPE INSTRUCTIONAL MODULE

An early goal of Project R.O.M.E. was the development of a prototype
instructional module which would assist school level administrators in
acquiring certain essential competencies. This module was termed a
prototype since it will be field tested and modified in future phases
of the project and then used as a model for other instructional modules
pertaining to Project R.0.M.E.

The prototype module developed for this initial phase of Project
R.0.M.E. (see the "module" document ) is only one example of an approach
to individualizing instruction. Through the use of future in-service
testing this module may be modified to more accurately meet the needs of
principals in both Thomas County and the entire state of Georgia.

A module is a collection of materials designed to help a person
acquire the knowledge, skills, and attitudes which some authorities
believe he ought to have if he is to sucessfully carry out some task for
which he has responsibility. There are three essential parts of every
module: objectives, suggested learning activities, and evaluatio S.
The objectives describe what a person ought to be able to do by the v. e
he finishes the module. The suggested learning activities provide him
with some ideas as to how he can acquire those behaviors which he does
not already have. And the evaluation devices provide for both pre and
post assessment. (Johnson, Shearron, and Payne, 1972).

There are different kinds of modules. Some are designed to help

the learner know more about some social or physical phenomenon. Others
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are designed to help him learn what is said about how some skill or
process ought to be carried out. Still others are designed to put him
in a situation where, through practice, he actually develops the skills
and processes he needs to do a particular job. A module which gives
informe tion about something or how something is done is called an
enable module because it only contributes to getting ready to perform.
A module'which gives practice in a real life or simulated situation is
called a performance module because it provides opportunities to actually
develop the skills and processes one needs. Some modules are simple
self-instructional sets of learning activities, while others are complex
operations requiring teachers, evaluators, and special settings.
(Johnson, Shearron, and Payne, 1972).
Howsam and Houston point out that although modules may vary in form
and format most include five parts:
l. The rationale is a clear statement explaining the importance
and relevance of the objectives to be achieved.
2. The objectives of the module are stated in criterion-referenced
terms, sp=cifying the considerations for successful completion.
3. A preassessment tests thevlearner's competence in selected
prerequisites and evaluates his present competence in meeting
the objectives of the module. On the basis of this preassessment,
the learner may opt out of the module, receive credif without
further acitvities, or focus his efforts on areas of greatest

need.
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The enabling activities specify several procedures for attaining
the competence specified by the module objectives.

The post assessment, like the preassessment, measures compe-
tency in meeting the module objectives. Successful performance
on a post assessment signals completion of the module.
Unsuccessful performance usually leads to recycling through

the optional activities. (Houston and Howsam, 1972).

In designing the prototype module for Project R.0.M.E. the staff
utilized the experiences at the University of Georgia gained through the
use of modules for instruction both on campus and on site for teachers.
These experiences are summarized in the following statements:

1. The instructor still plays a crucial role in modularized

instruction. The role changes from the traditional "telling"

to one of guiding, structuring, and counseling. The important
thing is that the instructor maintains constant everyday contact
with students. The earlier writings of some of the Georgia
staff carefully point out that modules are not correspondence
courses; they are not programmed instruction guides; they are
not void of provision of humanistic gqualities; and they are
neither workbooks nor textbooks. (Johnson, Shearron, and Payme,
1968).

2, Students tend to work more efficiently when they have oppor-

tunities to try out their ideas in dialogue with their parents.

Interaction between the learner, the learning group and the

instructor are likely to assist the learner in reducing his
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anxieties and defensiveness and consequently opening him up
for learning.

3. Modules need to constantly be revised based on learmer feed-
back. A module cannot be considered effective until it has
been utilized by a number of learners over a period of time.

The module on planning,'developed as a prototype for Project R.0.M.E.,
utilized both‘independent and small group activity. The independent
activities focus mainly on reading. Reading materials are the most
inexpensive and transportable materials available. If modules are to
have utility in on-the-job staff development then they must be trans-
portable from one setting to another. Project R.0.M.E. staff doubts the
feasibility of having materials that require that a great deal of tech-
nology be available.

The small group activities present in the module provide opportu-
nities for instructor, learmer, and learning group interaction. The
staff does not favor the development of programmed material for indepen-
dent work. Administration is a task that requires that the administrator
be constantly interzcting with individuals and groups. Therefore, the
staff believes that much of what the principal does in his learning
activities should focus on the development of his interpersonal skills.
This calls for group activities.

A module on planning was selected for several reasons. Planning
was identified as a major area of competence for principals. The Thomas
County principals also identified planning as their highest priority

item. The State of Geovrgia's move toward staff development offered an
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additional reason for providing principals with a module on how to plan
staff development activities. The latter makes the module transportable
to all parts of the state.

The flow chart found in Figure 2 indicates a learmer's involvement
in the instructional process outlined in the module on planning. The
flow chart is, of course, conceptual; however, in future considerations
about modular instruction provisions should be made clinical assistance
and counseling into other programs for which the individual may be more
suited. For example, there are individuals serving as principals who
have certain deficiencies that perhaps could be overcome by special help.
There are others that should perhaps be advised to go into other programs
as a result of deficiencies that cannot be remediated. For purpose of
this module, however, attention should be given to the sequence of
events: the entry, preassessment, leafning activities, and post assess-
ment.

The module in its present form allows for the addition of learning
activities of any type that are desirable. If the module is used state-
wide, there will possibly be many instructors. Each instructor may
modify some of the learning activities or he may add additional alter-
natives. However, the objectives of the module as well as the final or
post assessment must remain the same. Project R.0.M.E. staff is
ultimately interested in the preparation of a workable staff development
plan. There are many ways to achieve this but the final product must be

a useable plan.
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DEVELOPING OF GENERIC COMPETENCIES

The development of a generic list of competencies was not a part of
the original proposal, written and accepted in November, 1973. Howgyg;,
because the thrust in the state of Georgia has been toward competency-
based education and certification for teachers, the state is interested
in moving in this same certification direction for principals. A list
of generic competencies (see Document A ) was developed by Project
R.0.M.E. staff at the University of Georgia at the special request of
the Georgia State Department of Education. The following section of
this project report explains the concept and importance of generic com-

petencies and describes their development for this study.

What Are Generic Competencies?

Competency statements are written at different levels of specificity
or exactness. Each statement level becomes more specific in detailing
the behaviors or performances of the principal. An example taken from
the work of the Project might be:

(Level 1 Competency Statement)
. 1.00 Designs a system for developing school curricula and objectives
(Level 2 Competency Statement)

1.10 Designs a curriculum which meets individual learner nceds

109
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(Level 3 Competency Statement)

1.10.1 Organizes available special education resources

1.10.2 Uses specialists (e.g., social workers, psychologists,speech
therapists) in planning educational programs for exceptional

children

The initial siatement (Designs a system for developing school
curricula and objectives) is the most general of all the statements. It
would probably be a competency that most any principal would need to

. exhibit in almost any school setting. Almost all principals need to be
able to design a system for developing school curricula and objectives,
and educators have said for years that the principzl should be the
instructional .eader in his building, providing direction and guidance
for his staff. A generic competency statement, then, is one that is
general enough to apply to most principals in almost any setting--large
school, small school, rural, urban, open, self-contained, differentiated '
in terms of staffing, etc. Such generic statements would be included as
a minimum set of competencies a principal would need in order to be a
capable school administrator.

Additional examples of generic competencies arc contained ir the
major chapter headings of a publication edited by Culbertéon; Henson,

and Morrison (Performance Objectives for School Principals, Berkeley,

1974). Samples of these chapter headings are: "Tnitiating and Responding
to Social Change," "Preparing the Organization for Effective Response, "
“Improving the Decision-Making Skills of the Principal," "Achieving
Effective Human Relations and Morale," "Administering and Improving the

Instructional Program," and "Evaluating School Processes and Products."
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The Need for Generic Competencies

The list of 315 competencies developed with Thomas County personnel
during this first phase of the Project is more than a generic list.
These competencies include sufficient detail to begin to meet the par-
ticular educational needs of Thomas County relative to skills expected
of principals. Therefore, they are viewed as an effort in staff
development, because the competencies were derived with the assistance
of the principals in Thomas County and were designed to meet their needs
in that particular school system. Competencies that are this detailed,
however, are not desirable for use as a basis for state certificationm,
because the specific skills needed by a group of principals in another
school system might not be exactly the same skills needed by Thomas
County principals. A generic competency is one that must be applicable
to almost any setting, and specifies only minimum skill levels; therefore,
a more generalized list than the original 315 is required.

A report prepared in June, 1974, by the Georgia Department of
Education's Competency-Based Preparation/Performance-Based Certification
Steering Committee identified the state-wide effort in competency-based
education:

Competency/berformance-based education has been a
continuing aspiration in Georgia since the late

sixties. Higher education institutions, the Georgia
Teacher Education Council, professional organizations,
and the Georgia Department of Education have had con-
current and interfacing developments in competency/
perfnrmance-based education, some of national prominence.
(Unpublished memorandum, May 31, 1974).

The state-wide effort for competency-based preparation programs includes

principals, as well as teachers. If principals as well as teachers are
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going to be prepared on the basis of a minimun set of generic compe-

tencies, they also should be certified on that same set of competencies.

The following rationale provided by Johnson and Shearron (1973)
for developing generic competencies in a teacher education program
applies just as readily to a brogram designed to train principals:

In the past most teacher education programs have focused
on supplying learners with the enablers for teaching but
have neglected giving them adequate help in becoming
proficient performers. These programs concentrated most
of their efforts on supplying their students with know-
ledge in subject areas, knowledge about how teaching
should be done, philosophical and sociological rationales,
and skills in the thought processes involved in educa-
tional planning, resolving issues and attacking problem.
Relatively little attention has been given to helping
them acquire the performances which make these enablers
meaningful. For example, a teacher may "know" the
fundamental psychological principles associated with
individual differences; he may "know" what is said about
how teachers should provide for individual differences;

he may "know" how instruction may be adjusted for
individual differences among learmers; but he may still
be unskillful in executing the performances which actually
provide for individual differences during instruction.
Thus, he is not yet competent. (Johnson and Shearron, pcper
prepared on "Generic Teacher Performances Essential to
Professional Competence," 1973, pp. 1-2).

Training programs for principals, at both the pre-service and in-
service levels, have emphasized the acquisition of knowledge about the
principalship. This knowledge has been acquired through courses which
were taken either on campuses or at off-campus sites throughout the
state of Georgia. When a prescribed set of courses had been completed
and appropriate examinations passed, papers were submitted to the
State Department of Education and individuals were certified to become
principals. Lititle or no attention was given to the individual's

expertise in performing certain tasks which are critical to a principal's
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job. The competency-based education movement has as one of its goals
the opportunity for students to display the acquisition of certain
generic oompetenci _ior to initial certification. This means chat
certification on the basis of the completion of a certain prescribed
core of courses will be replaced by a certification program which
concentrates on the aspiring principal's abilities to perform cextain

minimum sets of generic competencies, probably in simulated situations.

Procedures Used in Deriving a Set

of Ceneric Competencies

It is impx.:. .cal to think of certifying principals on the basis of
306 competencies. The development of more specific competency state-
ments (i.e., level 2 through‘g) should be the work of individual school
districts, through staff development programs for principals and teachers.
If training programs, both on-campus ana in the field, provide such an
extensive list of competencies for initial certification, the assumption
has been made that all school systems are the same, requiring exactly
the same set of skills in principals. This assumption is obviously
not true. Therefore, at best, training programs leading to initial
certification need to be concerned cnly with those minimum competencies
stated in rather broad terms and applicable to most principal role
descriptiens.

In order to prcvide a more realistic beginning peint to the compe-
tency-based preparation efforts of principals, some clustering of the
315 competency statements was necessary. The procedures on the tollowing

page were followed to facilitate this clustering process.
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Four major populations of judges were selected to verify the 315
competency statements relative to administrative importance. These four
judging populations were:

1. Selected Georgia State Department of Education personnel

2. Selected school superintendents within the state of Georgia

5. University personnel involved in the competency-based training

of school principals wiilhin the state of Georgia

L. Selected Georgia school principals
One of the reasons for using this particular set of judges was %o help
insure that efforts were focused not only on the "status quo" in the
state, but also on what the "ideal" should look like.

A sélection of the four groups of judges listed above yielded a

total sample of 151 subjects, with the breakdown as follows:

1. Georgia State Department of Education 23
2. School superintendents in Georgia 21
3. University personnel 23
. Principals in Georgia 8h

The selection of the four groups of judges took into consideration
the following factors:

1. The twenty-three State Department judges represented all seven
Functional Areas of Responsibility being used in the Project (i.e.,
Curriculum and Instruction, Staff Personnel,AStudent Personnel, etc.).
Those State Department personnel who were asked to assist in thg verifi-
cation process had some understanding of the principles underlying

competency-based education programs.
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2. Several variables were considered in selecting superintendents.
Among these wvere:
A. Average Daily A?tendance (ADA) for the school system. The
range was from an ADA of SOS.to an ADA of 84,087.
B. Geographic distribution. All sections of the State were
covered by the superintendents' list.
C. Racial composition. School systems were selected which
ranged from an all white student population to a white
student population of 1.T%. .
D. Years of experience as a superintendent. The range in years
of experience as a superintendent was from 1 to 19.
E. Rural-urban school settings. Superintendents were selected
(as indicated in part by the ADA range) who represented
both rural (primerily faming) commmities, and large urban
educational complexes.
3. Each of the institutions in the state with training programs
for school principals had at least one respondent in the verification
process. Because the Department ci Educational Administration at the
University of Georzia was one of the three groups working in the
developmental effort, each member ci that depariment was asked to assist
in establishing competency clustexrs through the verification process.
lj. The same variables were used for selecting principals as were
used in selecting superintendents. ln addition, one other criterion was
used--each principal’s relative competence in one of the seven Functional
Areas of Resﬁonsibility. Half of the forty-two principals were selected

on the basis of having average competence in one of the seven areas.

L s
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Since a total of forty-two were selected in this category, each Functional
Area had six respondents. The remaining forty-two principals were selected
because they showed exceptional competence in one of the seven areas, gain
providing a total of six respondents for each of the seven Functional
Areas.

In order to prevent the response process from being too time-
consuming for any of the four sets of judges, the 306 competency statements

(third level statements werc excluded) were randonly divided among three

separate instruments. Each superintendent, Georgia Department of Educa-

tional persommel member, and University instructor was asked to respond

to a total of 102 items, covering all seven Functional Areas of Respon-
sibility. Each principal was asked to respond only to those iteﬁs
pertaining to his or her particular arga, such as Fiscal Management, etc.
The most items @o which any principal was asked to respcnd, therefore,
were seventy-seven in the area of Staff Personnel. Samples of the com-
plete packet of material used in the verification process can be found
in Appendix T.

Judgnents were made using the following rating matrix:

FREQUENCY OF USE
DURING TYPICAL WEEK

High Average Low

IDEAL IMPORTAICE High M 9 T
OF COMPETENCY
Low 5 3 1

Each Competency Statement (cs) was rated using the above matrix, and
a mean rating based upon the Priority Weights (PW) in the rating cells

was derived. Preliminary data generated by Thomas County principals




indicated that application of this procedure resulted in a clear dis-

crimination between each CS.

Summary -

The work reflected in this Project Report, as well as the other
five documents comprising the first phase of Project R.0.M.E., re-
present only the initial activity of a major competency study for
building level administrators.

This phase placed emphasis on developing statements of competency

which applied to Thomas County, Georgia priﬁcipals, but which could

be adapted to other areas of the state as well. Now that this initial
work has been completed, the major emphasis for the second year of the
study will be on assessment and validation of the work developed to
date. This work can then be incorporgted into pre-service preparation
and field based programs for staff development, and state-wide
performance based cgr%ification for administrators. The six documents
produced as part of Project R.0.M.E. detail plans for continuation of
the study over the next few years.

Project R.0.M.E. has become the center in Georgia for the
development of innovative programs, research, and field testing in the
area of competency based educational administration. Much has been
accomplished during this first year of the study; however, even more

remains to be done.

.
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PREFACE

This document describes the processes and procedures used
to produce a list of functional areas of responsibility of
school level administrators, a list of specific competencies
for the functional areas, the assessment criteria which will
provide objective, observable outcome statements for the
identified competencies, and a prototype instructional
module. In addition, this document contains an overview

of existing literature in the competency area. The
Project Report is in two volumes. The first volume con-
tains the actual report. This second volume contains the
Appendices referenced on volume one. This volume will
be more meaningful when considered in conjunction with

the actual Report itself, pages 1-12l.

XN

N
£
@l




The Project activities involving the University of Georgia are funded
through a sub-contract with the Project R.0.M.E. Thomas County Board

of Rducation office, which is funded pursuant to a grant under Title

IIT of the Elementary and Secondary Education Act from the Georgia
Depariment of Education. The project is administered in the Georgia
Department of Education by the Division of Program and Staff Development.,

ii

136




PROJECT R.0.M.E.

Committees
Executive Committee
Charles Johnson Doyne Smith
Professor Director
Divisicn of Elementary Project R.0.M.E.
Education University of Georgia

University of Georgia

Edward Poole
Deputy Director
Project R.0.M.E.
University of Georgia

Gilbert Shearron
Chairman and
Professor
Divis'on of Elementary
Education
University of Georgia

Joseph Williams
Dean
College of Education
University of Georgia

John Clark, ex officio .
Director, Title III
ESEA, Thomas County, Georgia
Project R.0.H.E.

Ad Hoc Committee of the Georgia Teacher Education Council -

Mg, Maenelle Dempsey

Executive Secretary

Georgia Teacher Education
Council

Georgia Department of Education
Atlanta, Georgia 3033L

Dr. Hoyt Pope, Chairman
Department of Education
Georgia Southwestern College

. Americus, Georgia 31709

Dr. James E. Bottoms, Director
Division of Program and .
Staff Development .
Georgia Department of Education
Atlanta, Georgia 30334

Dr, Huey Charlton
Dean of Education
Atlanta University
Atlanta, Georgia 30314

Mr. John Clark

Director of Title III
Thomas County Schools
Thomasville, Georgia 31792

Dr. M. A. Clarke

Principal

Marshall Junior High School
Columbus, Georgia 31901

Mr. E. R. Cone
Superintendent

Thomas County Schools
Thomasville, Georgia 31792

Dr. Tom Davidson

School of Education

West Georgia College
Carrollton, Georgia 30117

Dr. Bob Hudson
Director of Training
Lockheed Aircraft
South Cobb Drive
Marietta, Georgia 30060

Dr. Iucille Jordan
Atlanta Public Schools

2930 Forrest Hills Drive
Atlanta, Georgia 30315

iii

137




Mr. Clarence Lambert Ms. Carol Serrell, Consultant

State Department of Education Division of Program and Staff
203 State 0ffice Building Development
Atlanta, Georgia 30334 Georgia Department of Education

Atlanta, Georgia 30334
Mr, .Graydon Pierce

Administrative Assistant for Mr. Lester Solomon, Coordinator
Secondary Education Division of Program and Staff

Box 1470 Development :
Albany, Georgia 31702 Georgia Department of Education

Atlanta, Georgia 3033L

Division of Program and Staff Development, Georgia Department of Education

James E. Bottoms, Director

Lester Solomon, Coordinator, Program Development for Competency-Based
Preparation and Performance Based Certification

Carol Serrell, Consultant, Program Development foxr Competency-Based
Preparation and Performance Based Certification




PROJECT R.0.M.E.

Project Staff

Thomas County, Georgia Project Staff

Abbie Barnes E. R. Cone

Principal Superintendent of Schools
North Boston Elementary School

F. Wayne Smith

J. H. Chapman Principal

Principal Garrison-Pilcher

Pavo Elementary School Elementary School
Wallace Childs Robert Waller

Principal Principal )

Central High School Chappelle Elementary School
John Clark Earl Williams

Director Principal

Title III ESEA Magnolia Middle School

University of Georgia Project Staff

Eugene Boyce Doyne Smith

James Cleary James Stallard
Chad Ellett Chrysanne Richards
David Payne Roz Tittle
Jonelle Pool Kay Williams

Edward Poole

ERIC VA3D




TABLE OF CONTENTS

VOLUME ONE: A PROJECT REPORT

IntI‘OduCti Ol ¢« o o o o o o o o o o o ¢ o o 8 o o6 o o 6 o o o o

PI’Oj?Ct MarlagEment e o o o o o O 0 6 e e o o o 0 0 o o & o o o o o

The Competency Movement in Education and Administration: A Review

Levelopment and Classification of Competency Statements . . . . .

Introduction .+ « ¢ ¢ ¢ ¢ ¢ ¢ o &

Competency Develorment Processes

e 8 o o & & o & B 6 o o o o

Literature Review « ¢ ¢ ¢ ¢ o o o o o ¢ o o o o o o o

Rome Competency Classification Model . . « + ¢ ¢ &« o o« &

Description of Model Dimensions « « « « ¢ o ¢ o o o o ¢ o o o

Functional Areas of Responsibility . . « ¢ ¢« o ¢ ¢« « & &

Administrative Operations .« ¢« « ¢« ¢« o ¢ ¢ ¢ ¢ o ¢ ¢ o &

Reference GroupS « o o « o o o o o o o o o o o o o o o o

Assumptions of the Rome Competency Classification Model . . .

Uses of the Rome Competency Classification Model . . « « . .

Input from Thomas County Principals

Competencies + + + & & & « &
Thomas County Workshop . . .
Goals for Georgia .+ « « o &
Time-Motion Study . . . . «

Developing the Assessment Component .

Used in Developing the

Developing a Prototype Instructional Module . . . .« « ¢« ¢« « ¢« o .

Developing Generic Competencies .« ¢« ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o &

What are Generic Competencies « « o« o ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o &

The Need for Generic Competencies . « o+ o ¢ ¢ o o o o o o o &

Procedures Used in Deriving a Set of Generic Competencies . .

sulnmalv ¢ o o o o O 0 6 o 0 o o 6 o o & o 8 o o 6 o o o o+ o »

0

-
L

s
4

e

Page

6l
6l
76
81
95
102
109
109
111
113

117




VOLUME TWO: APPENDICES

Appendix A: Key to Pert Calendar « « « ¢ &« ¢ o ¢ o o ¢ ¢ o &
Appendix B: Pert Activities Responsibility Chart . . . . . .
Appendix C: Pert Activity Time Line . + « ¢ o ¢ ¢ o o o o &

Appendix D: Third and Fourth Level Specification of Project
Acti’-’ities L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L]

Appendix E: Pert Activity Time Line (Bar Graph) . .

Appendix F: Pert Chart . « ¢« ¢ v ¢ ¢ o ¢ ¢ o o o o &

Appendix G: Competency Statements Fro: Fifty Sources

Appendix H: R.0.M.E. Competency Classification Model « « « « « « o«
Appendix I: Flowchart for Rewriting Existing Competency Statements
Appendix J: Verb List Synonymous with Administrative Operations .
Appendix K: Guidelines for Classifying Competency Statements . .

Appendix L: Conceptual Examples of Functional Areas cf Responsi-
bi lity L] L] L] L] L] L] L] L] L] L] L] L] L] L] L[] L] L] L] L] L] L] L] L] L] L] L]

Appendix M: Participants: Thomas County Workshop . . « « « «
Appendix N: Nominal Group Process « « ¢« o« o o o o o o o o o o

Appendix O: Proposed Criteria for Evaluating Statements of Pro-
fessional Competencies for Teachers .« ¢ o o ¢ o o o o o o o

Appendix P: Small Group Data: Tnomas County Workshop . .
Appendix Q: Priority Listing of the Goals for Georgia . .
Appendix R: Operationalizing the Goals for Georgia . . « . .
Appendix S: Data: Time-Motion Study + ¢ « ¢ ¢ ¢ ¢ o o o o o &

Appendix T: Materials Used for Developing Generic Competencies




APPENDIX A
KEY TO PERT CALENDAR

125

:&- Vg L)

AW




126

KEY TO PERT CALENDAR

A. DETERMINING AREAS OF RESPONSIBILITY
A, LITERATURE SEARCH ON ROLE OF PRINCIPAL
AS. PREPARATION OF ALTERNATIVE LISTS OF AREAS OF RESPONSIBILITY

AT. PREPARATION OF REPORT FOR THOMAS COUNTY BOARD AND ADMINISTRATIVE
STAFF

49. BOARD OF EDUCATION AND PROJECT STAFF REVIEW REPORT AND AREAS OF
RESPONSIBILITY

A10.  COLLECTION OF TIME-MOTION DATA
A11.  ANALYSIS OF TIME-MOTION DATA

A12.  OPERATIONALIZING GOALS FOR GEORGIA

B. DEVELOFPMENT OF COMPETENCIES
B11.  SEARCH OF THE LITERATURE“FOR COMPETENCY STATEMENTS

B12. PRINCIPALS REACT AND MAKE RECOMMENDATIONS (THOMAS COUNTY
WORKSHOP)

B13. PROJECT STAFF REVISES COMPETENCY STATEMENTS

B14.  ADVISORY BOARD, PRINCIPALS, AND ADMINISTRATIVE STAFF REACT AND
MAKE RECOMMENDATIONS

B15. PROJECT STAFF DEVELOPS FINALIZED LIST OF COMPETENCY STATEMENTS

B17.  BOARD AND ADMINISTRATIVE STAFF NEGOTIATE WITH PRINCIPALS AND
ADOPT LIST OF COMPETENCIES

B18. DEVELOPMENT OF MODEL FOR CLASSIFYING AND ASSESSING COMPETENCY
STATEMENTS
C. DETERMINING PERFORMANCE CRITERIA
C19. DEVELOPMENT OF TENTATIVE PERFORMANCE CRITERTIA

C21.  ADVISORY BOARD AND PRINCIPALS REVIEW TENTATIVE PERFORMANCE
CRITERTA

C23. DEVELOPS FINALIZED LIST OF PERFORMANCE CRITERIA
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E,

c29.

127

PRINCIPALS AND ADMINISTRATIVE STAFF NEGOTIATE AND ADOPT PER~-
FORMANCE CRITERTA

DEVELOPMENT OF ASSESSMENT METHODOLOGIES*

D31.

D32,

D33.

D3L.
D35.
D36.

D37.

D38.
D39.

Lo,

Dh1.
D42,
Dh3.

REVISE DESIGN PROCEDURES SPECIFIED IN PROPOSALS

INITIATE REVIEW OF ASSESSMENT LITERATURE ON COMPETENCY BASED
TRAINING PROGRAMS (INCLUDING ERIC SEARCH)

EXAMINE EXISTING INSTRUMENTS FOR A SESSMENT IDEAS (E.G.,
ORGANIZATIONAL STRUCTURE QUESTIONNAIRES ) .

DEVELOP STRATEGY FOR ATTACKING ASSESSMENT ACTIVITIES
IMPLEMENT STRATEGY FOR ATTACKTING ASSESSMENT ACTIVITIES
DEVELOP PROTOTYPE INSTRUMENTS

REVIEW OF PROTOTYPE INSTRUMENTS BY PRINCIPALS AND ADMINISTRA-
TIVE STAFF

REVIEW OF PROTOTYPE INSTRUMENTS BY ADVISORY BOARD

REVISE PROTOTYPE INSTRUMENTS ON BASIS OF INPUT BY PS, AB,
AND AS

FINAL ADOPTION OF INSTRUMENTS AND ASSESSMENT STRATEGY BY
PS AND AS

PILOT INSTRUMENTS (INCLUDING DATA COLLECTING AND ANALYSIS)
REVISE INSTRUMENTS ON BASIS OF FIELD TEST
PREPARATION OF ASSESSMENT REPORT

DEVELOPMENT OF PROTOTYPE MODULE

ELL.
ELS.
EL6.
ELT.
EL8.

DETERMINE AREA OF CONCENTRATION FOR MODULE DEVELOFMENT
SELECTION OF COMPETENCIES TO BE ACQUIRED

SURVEY OF EXISTING MATERTIALS

MODULE DEVELOPMENT

PRE-PILOTING OF MODULE COMPONENTS WITH PRINCIPALS IN THOMAS
COUNTY




F.

G.

H,

I.

K.

BL9.
ES v

E51.

F52.

G53.

H5L.

I55.

J56.

K57.

128

REVISION OF MODULE COMPONENTS BASED ON PRE-PILOT
PILOTING OF MODULE IN SURROUNDING SCHOOL SYSTEMS

FINAL REVISION OF THE MODULE

EDITING OF FINAL REPORTS A - F

PREPARATION OF PLANS FOR PROJECT CONTINUATION

PREPARATION OF HANDBOOK IDENTIFYING AND DEVELOPING COMPETENCIES

TYPING OF FINAL REPORTS

PREPARATION OF PROJECT REPORT

PRINTING OF FINAL REPORTS
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PERT ACTIVITIES RESPONSIBILITY CHART
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APPENDIX B
PERT ACTIVITY TIME LINE (BAR GRAPH)
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APPENDIX G
COMPETENCY STATEMENTS FROM FIFTY SOURCES
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Abbott, Max G., "Principasl Performance a Synthesis," Performance
Objectives for innovative Principals: Concepts and

Instrurenis. Avulantas Joint UCEA and Ltlanta Publie
Schools project, working papers, LeGe, PP. 1-38.

AREAS OF COMPETENCE

I, Conceptuai Skills

A, The principal is responsible for decision making and corflict |
management within the school.

B. The principal is able *o0 analyze and diagnose conflict situations
and choose courses of acticn that respond accurately and ade-

quately to those situationse.
C. The principal has the ability to conceptualize and assess con-

flict.
D. The principal can determine nature of conflict arnd understands

the source of conflict

A, The principal is respchsible for planning in the school system:

II, Technical Skills
1. budget establishment

| 2. issuing of contracts

| 3. purchasing of books and supplies

| k. planning for future events, with a vision of the future

| 5. identifies community groups end goals in relation to

the school setting
B. The principal is able to communicate effectivaly

Checks on other's perceptions through behavior descriptions,
descriptions of feelings, and paraphrasing

C. The principal is a skillful manager of his school

| 1. establishes structural arrangements providing incentive to
elicit contributions from memters of organizational staff
for accomplishment of tasks

2. allocates staff personnel to accomplish instructional goals

3. allocates time and space to accomplish instructional goalis

4. develops and utilizes materials, equipment, and facilities
to accomplish instructional goals

5. aware cf new techniques end arrangements, their advantages
and limitations

6. technical skills involved in budget preparaticn, accounting
for expenditures, and meintaining inventories on supplies
and equipment

D. The principal shows skill in monitoring decisions

ERIC 167
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Abbott, Max G. (Cont.)

III.

Human Skills

A. The principal takes the lead in building a cooperative effort
between faculty members.

B. The principal serves as a mediator between faculty and central
office.

C. The principal sets the tone for openness and trust in kotn
formal and informal interpersonal relationships.

D. The principal is aware of others' perception of his role and
behavior.

E. The principal recognizes the value of other staff members and
strives to help them build a sense of achievement.

F. The principal provides opportunities for staff members to
accept responsibility.

G, The principal provides opportunltles for staff advancement and
personal growth

H, The principal builds effective and meaningful interpersonal

relations.
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Adachi, Mitswo and Braun, Fredrick, "An Evaluation Instrument for
Measuring Princip-+’'s Performance.” Honolulu: University
of Hawaii, n.d.

I. Instructional Leadership

A, Plans a procedure for developing instruction

l.

2.
3.
L.
5.

6.

Collect data through observations, conferences, staff
meeting, standardized tests, and school records

Re.iews instructional material for use in the classroom
Lists specific instructional needs

Provides a climate for teacher participation

Assesses the available facilities for use in carrying out
the program

Determines priorities for a plan of action

B. Implements a plan of action

l.
2.
3.

L.
5.

Develops a written plan of action cooperatively with the
staff

Holds regular curriculum implementation meetings with
staff and/or students

Holds information meetings with the community

Holds individual conferences with specific teachers
Provides or secures in-service activities related to the
plan of action

C. Plans a program of supervision

l.
2.
3.
L.
5.

6.
Te
8.

Promotes positive attitudes in teachers and students
Supervises in-service programs related to staff development
Follows a schedule for classroom observation and conference
Follows a schedule for instructional meetings

Assesses strengths of the administrative personnel and
delegates responsibilities accordingly

Assesses and utilizes strengths of individual staff members
Makes specific suggestions for the improvement of instruction
Utilizes staff suggestir~rs for the improvement of instruction

D. Establishes a plan for continuous evaluation

l.
2.
3.
L.
5.

Confers with teachers regarding pupil needs

Confers with staff regarding teachers' needs

Lssists teachers in interpreting standardized test results
interprets pupil progress to the community

Uses data from classroom observations and inferences to
make specific suggestions for improving instructiimn

169
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Adachi, Mitsuo and Braun; Frederick (Cont.)

II.

Interpersonal Relations

A. Promotes positive principal/teacher relationship

1.

2.
3.

L.
5.

6.
7.

Schedules regular periods for ‘teachers to meet informally
with the principal

Posts weekly calendar of his commitments

Keeps teachers informed of Department of Education
Communications

Organizes faculty committees to enhance communications and
staff relationships

Recognizes and acknowledges the individual strengths of
the teacher and counsels for personal and professional
growth . '
Delegates responsibilities and the authority to carry out
activities

Accepts and implements teacher suggestions for organizing
and improving the school program.

B. Promotes positive teacher/pupil relationship

1.
2.
3.
L.
5.
6.

Te

Helps teachers with student problems

Confers with teachers on discipline problems

Provides counseling assistance for teachers as it
relates to student needs

Helps teachers interpret and use student cumulative
records

Helps teachers develop diagnostic techniques relating
to successful student experiences in the classroom
Helps teachers develop guidance techniques through scheduled
in-service programs

Helps teachers respect each child as an individual

C. Promotes positive principal/student relationship

1.
2.

3.
L.
5.
6.
7.

8.

Identifies students by names

Understands family relationsh.ps withir the school community
Establishes procedures for guidance follow-up

Keeps informed of activities that affect the school
Provides opporfurities for student participation in school
activities

Involves students in planning appropriate curricular ac-
tivities

Shows interest in student activities by his attendance,
support,, and/or participation

Develops & climate where students feel free to talk to the
principal

D. Promotes positive school/community relationship

1.
2.
3.
-~ v-.h.
2786

Keeps community informed of changes in the school program
Encourages teachzars to hold conferences with parents
Seeks parent participaticn in school activities
Recognizes and uses community resources

Provides a climate in which parents feel free to discuss
school matters
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Adachi, Mitsuo and Braun, Frederick (Cont.)

III.

Iv.

6. Keeps parents and community members informed about actions
taken regarding their concerns

7. Establishes a parent/school organization

8. Shows interest in community affairs

School Management

A,

Maintains facilities in proper condition

1. Supervises maintenance personnel

2. Makes periodic inspection of facility

3. Reports and follows through on maintenance requests
L. Establishes a school maintenance committee

5. Enforces public health regulations

Maintains a record system

1. Follows established filing procedure

2. Supervises and reviews records kept by teachers

3., Completes Department of Education reports within
appropriate deadlines

Secures supplies for school operation
1. Assesses and anticipates the supply needs for the school

2, Orders necessary supplies according to guidelines
3. Develops and maintains a system of supply distribution

Professional Growth

A,

Maintains a program of professional growth of self

1. Submits an annual plan for professional growth

2, Submits a summary of professional growth activities

3, Takes courses offered in American Samoa for professional
growth

Maintains a program of professional growth of staff

1. Shares professional literature and innovative practices
with the staff and Department

2, Recommends in-service needs of the staff to the proper
authorities

3., Meets with staff to review administrative and curriculum
matters

L. Encourages staff to take courses offered in American Samoa

5. Heips teachers in the development of a positive attitude
toward students and the profession

Accepts responsibility for evaluating staff

1. Keeps records of classroom observations and conferences
2. Evaluates staff using Department forms
3. Reviews evaluation with each staff member

ol a4
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Anmnese, Louis, "The Principal as a Change Agent," Clearing House, Vol. U5,
NO. 5, PPe. 273"277.

Competency Statements for the Principal

1. The principal designs and energizes interpersonal relationships which
free the creative energies of the staff.

2. The principal attempts to induce decision making processes at the lowest
possible organizational levels commensurate with the organizational
level of decision making competence.

3. The principal continually diagnoses, modifies, and makes more effective
the new processes of work relationships.

L. The principal possesses an increasing interest in developing individuals
with a commitment and self-worth who are fully functioning, productive,
and self-responsible.

5. The principal strives to maintain organizational viability and to
maintain productive personnel.

6. The principal should be change-oriented, receptive to values different
from his own, solicitous of varied staff perceptions, and a facilitator
of new patterns of organizational structure.

7. The principal is concerned with the effects of his behavior on the staff.

8. The principal's behavior allows staff members to manifestly exert more
influence on educational planning and policies than the principal exerts.

9. The principal strengthens staff functioning in staff work groups from
which most staff members gain recognition and security.

\)4 A2 -y
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Ban,

2.

3.

L.
5.

6.
7.

8.
9.

10.
11.

12,

13.

1.
15.
16.
17.

18.
19.

20,

2l.
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John R., "Twenty-five Cardinal Principles for the School Principals,"
The Clearing House, Vol. 4L, No. 7, pp. LL1-LL5.

The principal should get to know teachers by their first names and
address them as such.

The principal writes notes of commendation to those who perform a

job well.

The principal should circulate a bulletin or newsletter periodically
among teachers, part of which content should deal with what is being
done in the school's subject matter areas.

The principal should send faculty members cards on important occasions
to show that he does care.

The principal should visit the faculty lounge to talk shop with the
teachers.

The principal should be accessible to his staff.

The principal should be an astute listener and solicit the advice

and suggestions of his staff on matters relating to curriculum.

The principal should install a grievance box in his office into which
teachers can deposit constructive criticism of the administration.

The principal should subject himself to a year-end evaluation by his
teachers of how he is operating the school. This promotes self-
growth and self-improvement.

The principal should frequently attend workshops which are subject
matter oriented rather than ones on administration.

The principal should encourage teachers to experiment with the in-
structional program and persuade teachers to participate with their
classes in state, local, or national contests. Principals should
encourage teachers to write up their successful programs for pub-
lication in scholarly journals.

The principal should request teachers' permission to visit different
kinds of classes with the intention of observing not evaluating what
is done.

The principal should hold weekly meetings with all department heads

in which curriculum problems can be aired; these provide communication
with instruction.

The principal should designate a room in which new curriculum material
can be housed.

The principal should occasionally bring in subject matter consu._tants
or supervisors to speak briefly at faculty meetings.

The principal should demonstrate his continuous concern for learning
throughout the school year.

The principal should utilize the school's intercommunications system
prudently.

The principal should have a mailbox like any other teacher.

The principal should endeavor to give faculty members and students
involved in outstanding academic school projects much deserved publicity.
The principal should institute a curriculum committee of lay people in
the local PTA or other community school organizations at whose head
should be a classroom teacher.

The principal should establish a high school student curriculum committee
elected by the student body.
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Ban, John R. (Cont.)

22,
23,
2lis
25,

The principal should make a practice of encouraging teachers to invite
him into their classrooms when they are conducting a special unit.

The principal should construct a 'What's Being Done in Our School?'
bulletin board and locate it in a central position in the school.

The principal should periodically meet with new teachers offering
assistance when requested.

The principal should establish a buddy system by assigning experlenced
teachers to work closely with new teachers.

F
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Barraclough, Terry, "Administrator Evaluation, Educational Management,"

FRIC Clearinghouse on Educational Management. Bugene:
University of Oregon, 1973, ED O7L 588.

The administrator must demonstrate competence in these areas:
1. as director of the educational program
2. as coordinator of guidance and special education services
. member of district and school staff
. link between community and school

3
N
5. administrator of personnel
6. member of the profession

T

. director of support management
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Barrilleaﬁx, Louis E., "Accountability Through Performance Objectives,"

National Association of Secondary School Principals, Vol. 56,
NO. 36&, ppo 103‘110o

Performance Objectives

Diagnostic Process
a. Prescriptive
b. Implementive
c. Evaluative

Within each area of accountability

Instructional Program
Personnel Development
Community Relations
School Management
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Bell Junior High School, Golden, Colorado, "73 Administrative Competencies
Seminar," The Identification and Development of Administrative

Competencies. Tempe, Arizona: Arizona State University,
January 15-18, 1973, Appendix C.

Area of Competence

Competency Statement

Open Communication a.
b.
Ce
Problem Solving a.

b.

Shared Decision Making a.

b.

Ce

Accountability a.

b.

Ce

d.

Cooperation

Evaluation a.

The principal listens and clarifies
actively

The principal seeks feedback from
students and faculty regarding his ef-
fectiveness in achieving school objec-
tives

The principal develops teaching com-
munication skills

Uses the problem solving approsach to
establish stable limits for the school
Uses problem solving to deal with con-
cerns with students, teachers, parents,
and violations of the stable limits
Introduces problem solving skills as
part of the currivulum

Actively participates in making staff
decisions, and assuming the responsi-
bility for the decision made
Participates on long range planning
teams for establishing and implementing
plans

Develops a plan to share the classroom
decisions with students

Identifies the basic academic skills and
provides opportunities for students to
master them

Accountable for supplies, materials,
department duties, students, and teachers
Carry out basic school policies, pro-
cesses, and objectives

Develop a growth plan and gain skills

in the processes to work toward attain-
ing objectives

The principal seeks assistance from
other sources of expertise.

The principal is able to demonstrate
ways in which teachers are using assess=-
ment methods to identify the cognitive,
effective, and psychmotor needs or de-
sires of students

The principal is able to identify ways
in which teachers are providing students
with opportunities for self-evaluation

177




%73 Administrative Competencies Seminar" (Cont.)

Area of Competence

Competency Statement

Evaluation (Cont.)

Instruction

Student Activities

Administration

Ce

d.

8.

b.

8.

b.

8

b.

Ce

de

Can demonstrate that a variety of eval=-
uation procedures are available for staff
members to select from to assess indi-
vidual effectiveness

The principal is able to demonstrate that
he solicits evaluative feedback concern=-
ing his administrative effectiveness

The principal is able to demonstrate that
the instructional program is becoming in-
creasingly responsive to the needs of
students for successful learning experi=
ences at tueir own levels of activity
The principal is able to demonstrate that
reward rather than punishment is the
primary means used to influence student
behavior

The principal is able to demonstrate the
manner in which students, staff, and the
general community are involved in de=-
signing the student activities program
The principal is abtle to describe
specific procedures used to insure the
opportunity for all students to have
friends

Delegates goals and priorities, in-
volving faculty and appropriate others
The principal is able to demonstrate that
procedures have been established for
regularly identifying and reporting
facilities in need of correcticn

The principal is able to demonstrate that
inventory procedures and district audit
provisions have been implemented

The principal is able to identify
specific feedback from staff concerning
needed changes in district and school
level business administrati—e procedures
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Brubacher, John W., and Olsen, Clarence, A Competency Based Program in
Educational Administration. Hartford: The University of
Connecticut, March 1972.

FUNCTIONS, FUNCTIONAL OBJECTIVES AND FUNCTIONAL COMPETENCIES

A. Planning: to develop educational programs with respect to the needs,
objectives, and available resources of the population served

1. to understand the foundations of education

a. to identify past and present philosophies of education and to
develop reasoned assumptions about their implications

b. to identify learning theories and to develop reasoned
assumptions about their implications

c. to describe and order historical trends in the development
of education and to develop reasoned assumptions from their
implications

d. to structure a consistent philosophy of educational leadership

2. to develop general and specific lucational objectives

a. to translate the stated philosophy of a school system into
general system wide objective

b. to design individual school objectives

c. to write specific behavorial objectives for individual learner

3. to develop instructional and support programs for the school system

a. to design new and modify existing curricula

b. to plan a rationale for staffing

c. to analyze relationships among varying staff roles

d. to define and design the need for support programs; i.e.,
pupil personnel services, busing, etc.

L. to develop resource projections

a. to define and analyze types of school organizations

b. to explain resource development; i.e., where monies come from

c. to analyze community needs in the light of expected objectives,
demographic data, and resources '

5. to interpret budgetary concerns

a, to restructure the educational program into z spending plan

b. to articulate the financial needs of the school system

c. to formulate planning programming, and budgeting systems for
the schools

xc\
-3
D




163
Brubacher, John W, and Olsen, Clarence (Cont.)

B. Communicating: to develop methods of internal and extern.l group
processes

1. to develop processes and techniques of leadership as related to
staff and students

to demonstrate processes and techniques of supervision and its
effective utilization

to demonstrate the processes and techniques of collective
negotiations and its effective utilization

to demonstrate the role of decision making in educational
leadership and its effective utilization

comprehend the potentials of external organizational relationships

to select proper media recording to purposes and circumstances
to maintain open relations with the public

to identify power structures

to design a plan for participation and responsibility on the
part of parents and community representatives

to formulate policy for interacting with the city, state, and
federal governments

Allocating: to utilize human and material resources within the organi-
zation

1. to utilize and develop the human resources avallable

to structure manpower in accord with needs and technical
skills available

to structure manpower utilization patterns for educational
institutions

to define and design in-service education programs

utilize and develop material resources

to design facilities for =educational programs
to develop processes for obtaining material resources
to develop processes for the maintenance of material resources

Evaluating: to compare the desired outcomes of the organization with
actual accomplishmente based upon performance indicators with respes:t
to the needs, objectives, and available resources of the population
served :

1. to understand the methods and techniques used in evaluating
a. to use systematic methods of evaluation

b. to cite commonly used standardized measures
¢. to apply and demonstrate the use of research techniques

16
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Brubacher, John W. and Olsen, Clarence (Cont.)

2. to develop evaluation designs for processes and products

a. to design evaluation programs for student growth |
b. to design evaluation programs for staff effectiveness
c. to create research designs for educational programs
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Cook, Halsey Hammond, Jr. and Van Otten, Kenneth Peter, "4 Study of the
Prime Competencies Required to Perform the Tasks of the Secondary
School Principal," Dissertation Abstracts, University of Utah, 1972.

Areas of Competence

1. Staff improvement
- evaluation, in-service training, involvement in policy information
2. Program evaluation and planning
-~ curriculum development, instruction
3. Staff personnel
- assignment, working conditions, certification, and classification
L. Research and development projects, investigation of new techniques,
innovation, and change
5. Pupil personnel
- guidance, counseling services
6. Building level organization and control and school plant
7. Student controls discipline and attendance
8. Community services and community relations
9. Business affairs, budget, accounting, and purchasing
10. District-wide policy development and Board of Education staff work
11. Student activities supervision including sports and music
12. Auxiliary services (cafeteria, transportation, health, and safety)

Competency Statements ..

1. Involving the staff in developing educational goals and objectives

2. Developing and improving the staff by attracting and retaining
competent personnel

3. Maintaining morale

L. Encouraging teachers to practice creative and innovative techniques

S. Initiating long range plsnning procedures, involving parents, teachers,
_and students '

6, Utiiizing resources and money to provide for the educational program
of the school ]

7. Proiiding curricular and instructional leadership

8. Working with the school board, superintendent, and staff personnel in
the establishment, coordination, interpretation, and enforcement
of school district policies
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Dederick, Warren E., "Competencies of the School Administrator," Phi
Delta Kappan, Vol. LIV, No. 5, January 1973, pp. 3L9-350.

Domain 1. Initiating and Responding to Change: Developing one's own
framework for initiating and receiving proposals for change.

1. demonstrates personal commitment to the education of all students in
the schools

2. supports the individual's need for personal development, for positive
self-identification, for pride in ethnic background, and for respect
of life styles of other cultural groups

3. respects the legitimacy of concern shcwn by parents and community
regarding policies and operations of the school

L. recognizes that interaction with the informal organization within a
school is essentiasl to the functioning and administration of the
school

S. recognizes the power of primary groups of the informal organization
and interacts with them accordingly

6. demonstrates a suitably "open mind," able to review new ideas and
Information without threat or discomfort and to deal with them with
relative objectivity

7. designs strategies for initiating and managing proposals at an
actirn level

8. moni- yrs and supports processes and outcomes

Domain 2. Vecision Making

1. recognizes when a problem exists and is able to identify it correctly
2. clarifies problems through acquisition of relevant information
3. determines what is fact and what is opinion
L. .ssigns priorities to completion of problem-solving tasks
5. seeks, identifies, and evaluates alternate solutior.s
6. understands types of decisions which can be made; e.g. terminal.
interim, conditional--and the likely consequences of making each
type of descision
7. seeks more information when necessary to solve a problem
8. understands legal, economic, sociocultural, and policy limitation
on the decision-making process
9. distinguishes between decisions that are and those that aren't one's
direct responsibility in reference to both superior and subordinate
personnel
10. establishes procedures for decisione~making in which comrunity repre-
sentatives, faculty, and students are active participants
1l. involves those pe..ons who will implement the results of a decision
in the making of that decision
12. clarifies the commitments resulting from a decision to *.-~se who
will carry it out and to those it will affect

Domain 3. Support for Instruction and Learning

1. distinguishes between fundamental and school instructional proolems
and symptoms of instructional problems

183
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Domain 3. (Cont.)

2.

3.

12.

assures the continuing development of a curriculum design in each
area of study

establishes and maintains unbiased schoclwide commitment to the
academic achievement of all students

develops a student-centered program of instruction

shares with faculty learning theories which are pertinent to class=-
room instruction

executes a plan for developing understandings in the community of
the instructional program in the school

develops a uniform system of evaluation of faculty performance
which is cliearly understood by those evaluated and those to whom
evaluation reports are sent

assists teachers to gain insight into the learning styles of
children

develops methods for helping teachers gain insights into their own
teaching styles

executes a plan for examining classroom dynamics by teachers
assists teachers in encouraging divergent and convergent thinking
in the classroom

utilizes faculty members with unique competencies in a manner
designed to achieve "multiplier effects"

utilizes neighborhood, citywide, and statewide resources in the
execution of the instructional program

maintains a relationship between current school programs for students
and later vocationsl achievenment

pronotes student growth in aesthetic sensitivity and in constructive
use of leisure time

Domain li. Human Relations and Morale

1.

2.

3.

initiates structure

-~ delineates the relationship between oneself and the members of
one's work groups

- establishes well-defined patterns of organization, channrels of
communication, and methods of procedure

demonstrates consideration through behavior indicative of friendship,

mutual trust, resoect, and warmth, in relationships between oneself

and members of one's staff

demonstrates a range of techniques to involve the faculty in the

effective formztion of policy decisions trhich the faculty will have

to implement

communicates promptly to teachers information concerning problems

of children in their classes

involves teachers in deliberations of guidance counselors, parents,

and principal concerning children in their classes

shows support for the abilities of staff to teach and of the children

to learn .

communicates to parents information concerning major changzs in school

policy, curriculum, or teaching practices

J)
i~
5
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Domain 5. Evaluating School Processes and Products

constructs and implemente an evaluation design which systematically
relates intention, observations, standsrds, and judgments

executes an evaluation plan which stimulatec rather than inhibits
the personal and professional growth of individuals in the school
orgarization (students, faculty, parents, community members)
relates evaluation to ongoing decisions and actions of the organi-
zation and its environment

Domain 6. Responding to Problem Situations

1.
2.

3.
L.
5.
6.

7.

demonstrates sensitivity to role~identificaticn of his co-workers
acts to reduce problems resulting from role conflict and role
ambiguity

recognizes the varying roles of individuals within a working group
and thereby facilitates group process

understands the dimensions of organizational climate and his role
and function in establishing or changing the climate in a school
recognizes that conflict can lead to beneficial change and therefore
"manages™ conflict toward positive resolution

plans and introduces range of structures, techniques, and processes
for effective conflict management, focusing on efforts to keep the
energies of group members directed toward goals consonant with those
of the organization

makes use of change agents from outside the schools to create a
temporary social system within the school for the express purpose of
facilitating change

delegates responsibility for problems to appropriate subordinate
levels when problems can be treated effectively at those levels
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English, Fenwick and Zaharis, James, "Crisis in Middle Management,"
National Association of Secondary School Principals, Vol. 56,
NO. 333, PPe 1-10.

Areas of Competence of School Principals

1. The principal establishes the school climate by deciding how "close"
the supervision of teachers will be, how communication will occur and
whether staff are involved in decisions close to them.

The principal determines the degree of school/system harmony and unity.

- The principal interprets system decisions and priorities to the
teaching staff, and they decide whether the school system can be
supported in reaching its goals,

Arbitrate conflict in the distribution of intra-school resources

a. The principal creates a spirit of cooperation between staff
members.

b. The principal must abandon a defensive posture and exert pressure
on the administration to decentralize.

The principal assumes the leadership of the school.

Jones, J. L., "™ecentralization as a Management Tool," National Association
of Secondary School Principals, Vol. 55, No. 359, pp. 83-91.

Four Types of Functions in Which all Principals Must be Competent:

1, Improving the educational program
2. Selecting and developing personnel
3. Working with the community

4. Managing the school

Competencies

1. The principal is central to decision-making, to the resolution of
problems, and to effective school~community relations.
The principal solves problems at the building level whenever possible,
The principal supplies the necessary detailed information for devel=-
oping new programs and making long range plans.
A good building principal enhances the image of the superintendent.
The principal takes on total responsibility for the operation of the
building, and demands all services they are properly entitled to.




Gaynor, Alan K., "Preparing the Organization for Effective Responses,"
Performance Objectives for Innovative Principals: Concepts and
Instruments. Atlanta: Joint UCEA and Atlanta Public Schools
Project, working paper, n.d., pp. 1=U0.

Delegater: The principal should delegate the task but need not be involved
in direct and close supervis.on of its accomplishment.

Coordinator: The task should be done by others but the principal should
play an integrative role..

Facilitator: The task should be done by others but the principal should
be available to provide whatever support he can.

Motivator: The principal should stimulate others to accomplish the task.

Participant: The principal should be involved with others as a colleague
Zpeer relationship) in accomplishing the task.

Evaluator: The task should be done by others but the principal should be
involved in judging its outcomes.

Tasxi;

1. Collecting, preparing, and disseminating information within the
school and the school system.
2. Evaluating student performance.
3. Implementing educational innovations.
L. Assessing educational needs.
5. Improving staff interaction.
6. Recruiting professional personnel for the school.
7. Working with other educational agencies in the community (e.g.,
private and parochial .schools).
8. Working with non-educational public agencies in the community (e.g.,
Police, Fire, Health, Youth, Welfare, and Judicial agercies).
9. Managing school buageting and accountinge.
10. Maintaining the status of the school in the community.
11. Planning the instructional program. '
12. Maintaining the status of the school in the school system.
13. Selecting and hiring professional personnel for the schocl.
1h. Communicating performance information to individual staff members.
15. Seeing to his own professional growth.
16. Developing educational goals.,
17. Evaluating teach ~ aldes and other similar sub-professional staff

performance.
18. éﬁierpreting and using measures of school operation effectiveness.
19. Orienting new staff members.

20. Dismissing professional personnel from the school.

21, Providing information in the form of reports to superiors.

22. Evaluating professional staff performance.

23. Trensferring professional personnel from the school,

2. Enforcing school procedures, rules, and regulations.,

170 1867
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25, Developing and maintaining contacts with formal and informal groups
in the local community.

26. Seeing to the professional growth of the clerical and custodial staff.

27. Seeing to the professional growth of teacher aides and other similar
sub-professional staff. .

28. Identification and resolution of long-range problems contributing to
immediate pressures on the school.

29, Promoting and granting tenure to professional personnel in the school.

30. Developing performance criteria for teachers and other professional
personnel, including assistant principals.

31, Assessing the educational needs, desires, and attitudes of the local
community.

32. Evaluatinz educational innovations.

33, Implementing educational goals in the school.

3. Seeking additional materials, funds, and/or personnel for the school

"~ from the Central Administration and the Board of Education.

35. Handling staff grievances.

36, Articulating and communicating educational goals to the local community.

37. Mainvaining routine student discipline.

38. Determining school procedures, rules, and regulations.

39, Articulating and communicating educational goals to teachers and
students.

4O, Responding to local community disorderse.

Ll. Scheduling classes.

h2. Developing performance criteria for students.

43. Hiring, firing, and promoting clerical and custodial personnel in
the school. o

L. Hiring, firing, and promoting teacher aides and other similar sub-
professional personnel in the school.

LS. Seeing to the professional growth of the professional staff.

L46. Allocating instructional resources among teachers and other school
personnel (e.g., supplies, equipment, instructional materials, phys-
ical space, etc.).

L47. Dealing with major school disturbances.

48. Seeking additional funds, materials, and/or rersonnel for the school
from persons and/or organizations ou’side of the school system.

19. Developing and Mmaintaining contacts with parents and other indivi-
duals in the local community.

50. Developing criteria for evaluating his own performance as principal.

51. Formulating within the school procedures to measure the effective-
ness of the school’s operation.

52, Evaluating clerical and custodial staff performance.
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Gaskell, W. G., "The Development of a Leadership Training Process fur
Principals," ERIC Research in Education. 1973, ED O74 615.

.The leader of a school is:
1. an effective observer

2. an effective facilitator

3. an effective counselor

L. has a leadership style that is open and receptive to ideas

5. knows his responsibilities and is accountable for them

6. demonstrates concern for people

7. has learned to tolerate the tentative so that he can effectively lead an
organization that is self-appraising, self-correcting, and self-renewing

8. seeks data to guide decision making and respects and uses the data |

9. can lead the comminity and staff through the processes of goal, role,
objective, program, management, and evaluative decision making

10. 1listens, reads, speaks, thinks, writes
11. understands methods, people, materials, facilities
12. is committed to everyone succeeding

13. is able to select items for discussion at the faculty meeting which are
of concern to the group

1l. assumes the position of consultant advisor by sharing the leadership
role with faculty members
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Goldman, X., "The Principal and the School Community," Theory Into Practice,

Vol. 11, No. 1, pp. 9-16.

Areas of Competence for the Principal

l. Coordination of instructional services and diagnosis of organizational
needs

2. External relations with the various publics

3. Coordination of activities with and derivation of resources from the other
segments of the school system

Competencies

l. The principal will constantly focus on the degree to which teams are
accomplishing their stated objectives.

2. The principal insures that the instructional team confronts problems
and resolves them.

3. The principal will be concerned with developing an appreciation within
the staff of the importance of building and system-wide problems.

Lj. The principal defines for his staff the positive implications which
might emanate from concern and action on their part.

5. The principal strives to create an atmosphere of continuous interaction

relative to the task at hand.




17k

Graff, Orin B., Improving Competence in Educational Administration, New
York, Harper and Brothers, 1956.

Administrative Competencies

A, Function: allows all concerned to share in tormulation of policies
. Or programs

1, accepts responsibility for seeing that policies and programs
are formulated through the cooperative process

gives each group (pupils, teachers, lay public) an opportunity
to participate appropriately; that is, gives representatives of
all groups affected Yy a policy or program the chance to share
in its formulation

n
.

3. encourages each person to participate

lj» encourages people to recognize and accept problems

5. does intelligent pre-planning

6. encourages each person to accept for examination the ideas of
others

7. makes available resources which can contribute to intelligent
decisions

8., contributes to group thinking as a member of the group without
dominating it
9. withholds judgment and action and encourages the group to
withhold judgment and action until all reasonably available
evidence is considered
10, is willing to accept the decision of the group when cooperatively
arrived at through intelligent study
11, seeks to understand his own motivations and help others to
understand their motiviations as a part of the process
12. provides for group evaluation of policies and programs
13. presents policies and programs for board action after group study

B. Function: allows for all to share in execution of policies and pro-
’ gram plans

1. accepts the responsibility fo supervision and coordinatién in
the execution of policies and programs
2. translates policy into action at appropriate times
3. interprets policies and programs to the public
li, makes decisions in line with policies and assists others to do
likewise
5. assigns responsibility and power to act concurrentl;
6. organizes the school staff to carry out policies and programs
in accordance with sound principles of organization
7. makes decisions in the absence of policy, but refers tentative
policy to the group
8. adjudicates differences of oplnion among staff members seeking
the maximum welfare of the individuals consistent with the
program of the school
9. refers dilemmas involving the welfare of the community to the
school board for consideration
10. encourages personnel to interpret and carry out their executive
Q responsibilities in close cooperation with others having

[ERJf: related responsibilities AGA
e ) Hoia.
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AREAS OF CRITICAL TASKS OF EDUCATIONAL ADMINISTRATION

I. Curriculum and Instruction
A. In formulating curriculum objectives, the administrator

1. stimulates, in himself, the staff, and the schcol patronms,
the development of understandings of the culture in which
the school is located as well as its broader national and
world setting

2. promotes clearer understanding of child growth and develop-
ment and of the nature of the learning process

3. collects and makes available to instructional staff and
others needed materials and information

‘b makes certain that time and organizational machinery and
means are provided to do the job

S. summarizes and coordinates progress in the clarification of
objectives and disseminates information to ail concerned

6. encourages school workers to keep objectives continuously
in mind and to evaluate the school program in relation to then

B. In determining content and organization, the administrator

1. organizes the administrative and teaching staff, together
with interested laymen and experts, for a cooperative attack
on?

a. clarification of objectives relating to behavior of pupils

b. formulation of learning experiences and patterns which
will induce desirable behavior in line with objectives
(activities, units of work, courses of study, etc.)

c. determination of best curriculum design and organization
to accommodate items in b--separate elementary and
secondary programs, broad fields, grades 1 through 12,
activity programs, core curricula, small vs. large
blocks of time, selection of areas and courses within
areas

d. establishment of appropriate procedures for evaluating
progress toward objectives and for making changes in
curriculum content and organization

2. encourages continuous experimentation and curriculum im-
provement and coordinates achievements by publicizing and
helping to keep attention focused on immediate goals and on
the implementation of agreements reached

3. encourages consideration of the educational needs of all
groups and provides in the program for special needs such
as those of adults and part-time youth
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C. In stimulating the imprcvement of teaching (methods), the
administrator

1. attempts to develop in teachers clearer understandings of
nmore effective practices for attaining objectives

2. encourages designed experimentation in teaching methods

3. encourages teachers to focus attention on the individual
learner~-te consider the conditions favorable to good
learning, conditions which hamper learning, variations in
capacity and goals among learners, the integral nature of
human development, the psychological cuntinuity in indi=-
vidual development, and the necessity for individual pur-~
pose in effective learning

Lh. establishes and maintains an atmosphere conducive to in-
dividual growth and productive group problem solving

5. fosters teacher-pupil and teacher-pupil-parent planning

6. keeps informed about new teaching aids; sees that they
are available and that teachers are trained to use them
effectively

D. In providing instructional materials and resources, the
administrator

1. sets up machinery for the cooperative selection of
materials and for their storage, allocation, distribution,
and perpetual inventory

2. encourages maximum use of materials and resources in-
digenous to environment

3. uskes sure that uses of materials are adequately evaluated

E. In evaluating the results of teaching, the administrator

1. sets up machinery for the cooperative (teacher, pupil,
parent) and continuous evaluation of all the curriculum
objectives

2. uses all appropriate evaluative techniques and all sources
of evidence that will shed light on attainment of objectives

3. 1leads those concerned to the realization that objectives are
not actually attained except in action and behavior

Lh. uses evaluative results to better understand learner's
capacities, to determine program or teaching weaknesses
to be strengthened, and to serve as a basis for recording
and reporting progress and for more effective guidance

5. uses evaluative results to further cooperative planning by
the school and community in improving program

II. Student Personnel
The administrator

A. sets up machinery to ascertain continuously trends in school
enrollments and the interpretation of these data with respect
to building, staff, and other needs. This involves number of
births, migration, and holding power trends.

RIS
At
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III,

B.

c.

D.

E.

F.

G.

H,

I.

de

K.

makes Systematic plans for pupil (and parent) orientation and
pupil placement and transfer within the system

fosters the establishment cf relationships which will enable
the pupil to find an active participating place for himself in
the on-going school program

establishes a record system which encompasses all of the in-
formation necessary to effectively guide the pupil in dis~
covering his own capacities, in choosing his goals, in planning
the best program for his total growth, in evaluating progress
toward his-goals, and in selecting next steps in his own poste
school development

assists the staff in organizing arangement for the most
effective courseling and guidance

fosters the development by the staff of a functional system of
reporting pupil growth in terms of the program objectives of

the school. This would include promotional policies, graduation
requirements, and diplomas.

sets up machinery for the systematic follow-up of graduates and
dropouts, and uses information obtained for program improvement

sets up and maintains an adequate system of pupil accounting

establishes neans to deal with irregularities, such as critical
disciplinary problems, truancy, and psychological maladjustments,
through cooperation with the juvenile court and other community
agencies

coordinates pupil personnel activities and presents pertinent
information regarding them to the community

provides for the evaluation of pupil personnel activities and
programs in order that improvements may be acccmplished

Staff Personnel

A,

In determining personnel policies, the administrator

1. uses the resources of the staff and the community through
an appropriate organization

2. refers appropriate problems to the organization for study
and recommendation of policy (selection, allocation, dis-
missal, salary, sick leave, tenure, staff organization, staff
evaluation, etc.)

3. provides appropriate times and places for individual and
committee work

177
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L. provides services, materials, and information needed
(clerical, secretarial, research findings, etce)

5. provides for the adoption and implementation of the
recommendations

6. provides for a continuous study, evaluation, and revision
of the accepted policies (in terms of their operational
values)

B. In securing of staff personnel, the administrator

1. aids and assists in the recruitment of prospective staff
personnel

2. provides for the determination of the job requirements

3. determines with appropriate assistance the number and
qualifications of people needed

L. 1locates and maintains records of potential employees

5. selects, recommends for employment, and contracts with
appropriate personnel in keeping with approved policies
and procedures

C. In providing for personnel welfare, the administrator

1. assists in the adjustment of the personnel to the job, to
associates, to the community, etc.

2. seeks the continuous improvement of policies and practices
at a%l levels (salary schedules, provisions for sick leave,
etce.

3. seeks the development of a climate which encourages faith,
confidence, and sympathy for mutually solving personal and
professional problems

L. promotes the improvement of personnel welfare (before the
board of education, the community, the legislature, etce.)

5. makes provision for and encourages wholesome social activi-
ties

6. provides counseling and guidance on personnel and profes-
sional problems

7. encourages the method of consensus anong operating groups
as a way of preventing unwholesome differences

8. provides the ways and means of working with the great
variety of teaching and nonteaching personnel and profes-
sional organizations within the system (educational
associations, unions, etc.)

D. In stimulating and providing opportunity for professional
growth, the administrator

1. seeits the development of a climate conducive to desirable
wor” ing relationships
2. encourages counseling with associates, specialists, and
others; plans inter-visitations, exchange of personnel,
advanced study, and educational trips
3. provides for and encourages freedom to use new ideas and
new techniques within the accepted philosophy and objec-
tives
L. considers the plan for program improvement a primary
means of professional growth .
. encourages professional reading, workshop participation,
2 =hip j ionzl organizations, etc.

e
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6. encourages and provides opportunities for self-evaluation
E. In building and maintaining high staff morale, the administrator

1. creates a feeling on the part of each person that he is a
member of a whole team, and that what he does is a con=-
tributing factor to the success of the program

2. fosters mutual confidence and wholesome relationships
among all staff members

3. provides a desirable working environment and essential in- .
structional materials and equipment

4. provides for the development of the maximum leadership of
each staff member

5. encourages recognition and commendation of worth-while
accomplishments

6. seeks to expedite administrative decisions within the frame-
work of approved policies and accepted organizational pro-
cedures

7. encourages a free flow of criticisms on administrative
decisions, which are transferred immediately to policy-
making groups

F. In seeking the maximum utilization of staff personnel, the
administrator

1. provides an organization whereby staff members, community
representatives, and state and regional specialists may
cooperatively participate in the identification of significant
educational problems

2. utilizes the special abilities within the staff, within the
community, and within the state and region on identified
problems

3. provides for the integration and coordination of efforts of
personnel

L. provides the time, materials, and related services necessary
to facilitate the work

5, facilitates the disseminaticn of recommendations for further
study, revision, and acceptauce by the entire staff and the
community

6. provides for the implementation of the accepted recommendations

7. provides for the maximum utilization of staff personnel in
appropriate ongoing evaluation and revision activities

8. provides for the clarification of duties and relationships
among personnel ’

9. delegates authority commensurate with responsibilities

10, provides appropriate space, materials, supplies, and services
for the fulfillment of responsibilities
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IV. School Plant
A, In formu ating objectives, the administrator

l. creates a favorable climate to enable pupils, educational
staff, school board members, parents, and other citizens
to study conditions relating to the school plant

* 2. assists community groups to recognize the need for saie,
pleasant, functional, and efficient school plants to serve
as home and operational center for the community progran
of education

3. uses studies, information, materials, and the resources of
agencies to assist community groups to understand the im-
plications of the school plant

L. develops policies to be recommended to the board of educa-
tion concerning the scope of the educational plant and its
use through cooperative participation of community groups

5. assists in the preparation of educational specifications in
verms of the educational pragrams

6. arranges opportunities for the staff and communlty to
appraise school plants in relation to the total educational
prograi

B. In the planning and construction >f new school plant facilities,
the administrator

1. recommends to the board of education the employment of a
competent school architectural starlf
2. presents to the selected architect the educational specifi-
cations which form the basis for the physical facilities
3. evaluates the preliminary plans of the architect with educa-
tional staff, board members, and community representatives
L. presents and recommends for adoption completed plans and
specifications which have been approved by the necessary
governmental agencies
5. presents to the board of education final plans for financing
new facilities
6. recommends to the board of eduzation contracts to be
awarded in accordance with accepted bid practices
7. oversees actual construction, approsing paymentis and minor
changes in plans with the consent of the architect
0. approves the completed facilities in cooperation with the
educational staff, board of education, and community groups
9. procures furniture and equipment with the assistance of the
educational staff, board of education, and community groups
10. helps staff and community understand that the purpose of
the school plant is to serve the educational program

C. In the operation and maintenance of the school plant facilities,
the administrator

1. recommends to the board of educatioﬁ, with the assistance
of the educational staff, the employment of approved per-
sonnel and provides for their continuous training

Q 2. arranges for the functioning of maintenance schedules for
IERJ!:‘ individual buildings -and system-wide services W&
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3. provides for the procurement, storage, distribution, use,

and evaluation of materials and supplies

makes provision for periodic appraisal of maintenance pro-

grams with modification and improvement as indicated

Se assists in relating maintenance to the daily work of pupils
and educational staff, and helps make maintenance personnel
an integral part of the educational program

&

A J

V. Organizational Structure
In developing a satisfactory staff organization, the administrator

1. determines cooperatively the number of staff members the
system requires and the number the resources of the system
will permit

2. makes an analysis of the program cf the system, listing the
jobs to be performed and indicating the logical combinations,
where necessary

3, selects suitable zandidates for the positions indicated and
makes appropriate recommendations to the governing body
for their employment

L. makes necessary allocation of duties and responsibilities
among the members of the staff through a series of confer-
ences

VI. Finance and Business Organization
A, In formilating objectives, the administrator

1. assists the people in the community in determining the pro-
gram of education

2. helps the members of the community to determine the avail-
able and potential resources which may be secured to support
the educational program

3. uses studies, information, material, and resources of various
agencies in developing a plan of growth for the educational
program

L. evaluates the financial program with members of the com~
munity in order to insure educational opportunities for
every individual in the system

B, In facilitating the flow of funds into the educational program,
the administrator .

1. translates the educational program into a financial budget
with the assistance of the educational staff and community
groups

2, recommends the financial budget to the local board of educa-
tion and other governmental agencies as required by law

3. makes the necesssary applications for the delivery of funds
to the district treasury from the various governmental
agencies

Q Lb. makes provision for the safeguarding of funds of the dis-
ERIC 8 trict and their payment according to law

IToxt Provided by ERI
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C. In disbursing the funds of the district, the administrator

1.

2.

arranges for the purchase of services and materials in
accordance with the financial budget and with authorization
of the board of education

maintains adequate financial records and makes periodic
reports to the necessary goyernmental agencies

D. In accounting for the funds expended in the operation of the
educational program, the administrator

1.
2.
3.

arranges for the formal anmual audit of accounts and other
necessary audits

makes public reports of financial expenditures to govern-
mental agencies and people

assists people of the community to eppraise the effective-
ness of public-school expenditures in terms of the educational
program and opportunities

VII. Transportation

A. In

1.

2.

1.
2.

3.

formulating objectives, the administrator

creates a favorable climate to enable pupils, teachers,
school board members, parents, and other citizens to study
conditions relating to school transportation

assists community groups to recognize the need for safe,
convenient, comfortable, and efficient transportation in
getting children to and from school, in extending learning
opportunities through community visits and trips, and in
providing appropriate service to the community program of
education

uses studies, information, materials, and other agencies to
assist community groups to understand the implications of
transportation

develops policies to be recommended to the board of educa-
tion through cooperative participation of community groups

the operation of the transportation system, the administrator

facilitates the procurement of equipment and supplies
through approved methods of purchase and contract

organizes and provides an efficient system of maintenance

to enable the transportation system to operate safely and
with dispatch

arranges for the selection, training, and supervision of
personnel who perform the many and varied functions of the
transportation system in operation

develops effective working relations with road department
and other governmental agencies

provides opportunities for the educational staff and members
of the community to appraise transportation services in terms
of objectives and the educational opportunities
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1.
2.

9.
10.
11.

12,
13.

1.

2.

8.

1.
2.
3.

‘-7/;
LAY

A, Skill

stration. Harper and Brotuers, New York, 1956, pp. 224=-2U3.

I. Design and Improvement of Total Program of Education

in getting people to work. together harmoniously as a
functioning and purposeful group

in working as a member of a group to promote free dis-
cussion and the formation of consensus opinions

in aiding the group in the process of problem and need
identification

in stimulating group thinking

in fact finding and research activities appropriate to
the problem to be solved

in leading group discussions without dominating the
thinking and forcing the conclusions

in recognizing abilities in others--contributions they
can make toward group effectiveness

in aiding members of the group to formulate purposes and
assume responsibility

in identifying and defining school functions in the con-
text of the totality of community functions

in group dynamics--control and use of the forces operating
upon and within a group situation

in devising learning experiences designed to achieve the
desired objectives and purposes .

in communicating, examining, and evaluating ideas

other items appropriate to the task

B. Attitudes

a belief in the efficacy of the group process in‘the
solving of common problems

a respect for the dignity, integrity, and inherent worth
of others

a belief that, when informed, people will choose and
support a good program of public education

a feeling that each person has a valuable contribution to
make toward the success of the educational program

a belief that the public school system is a democratic
cooperative enterprise

a desire to be governed by facts even when they challenge
a belief

a belief that democratic education liberates and uses the
intelligence of all its members

all other items appropriate to the task

C. Knowledge

of "group dynamics"

of other school programs (local, state, national)

of research and fact-finding procedures and community
study techniques
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of the service functions and social forces which cause
tre community to ecxist

of human growth and development (physical and psycho-
logical)

of the human needs which may be logically assigned as a
responsibility of the public school

of the emotional and psychological factors operating
upon the members of a cooperative group endeavor

of the theories and value systems basal to democratic
action

other items appropriate to the task

D. Understanding

1.

2.

6.
Te

8.
9.
10.

11.

12.

130
k.

that the school is only one of the many social institu-
tions, and its function is to improve the quality of human
behavior

that in a democratic society the public school functions
for the benefit of all

that people have the right to say what their public
school program shall be

that school program improvement is best achieved through
cooperative evolutionary means

that, in terms of a common probiem, plans are more
effectively made as a group endeavor; execution is
usually a matter of individual responsibility

that human behavior is usually controlled by emotions

as well as by thinking

that democratic education guarantees to all the members
of its community the right of sharing in the determination
of the aims of the educational program

that the right of sharing in the planning entails a
responsibility in the execution of the plans

that the school must, logically, reflect the society and
culture within which it exists

that for a society to be strong, there must be a common
core of social values to which all, or nearly all, subscribe
that in our specialized industrial culture the force of
certain unorganized educational factors--farm life,
helping parents provide the family subsistence, and the
like--has declined, and this fact has placed an added
responsibility upon the schools

that "transmitting the cultural heritage," as an edu-
cational aim, means aiding the learners to understand the
contemporary culture

that organizational schemes are devised to facilitate and
give freedom of action to the learning process

other items appropriate to the task

II. Curriculum Design and Development

A, Skill

1.

in stimulating and helping those concerned to establish
and clarify the school's aims and purposes
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8.
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in getting and using expert opinion in those curriculum
phases which require professional advice

in describing to others his ideas regarding learning ex-
periences or things-to-be-done to achieve the school's
purposes

in relating the contributions of various organized areas
of learning-.to the needs of the total program of education
in recognizing developmental levels in those learners
pursuing the curriculum

in devising and in assisting others to devise learning .
experiences appropriate to the interests and developmental
levels of those learners

in defining and in assisting others to define the behavior
changes to be achieved through the learning experie:es,
and in indicating how these tehavior changes relate to

the aims snd objectives of the school

in incorporating the use of available community resources
into the curriculum plan

in making the curriculum appropriately reflect learner
purposes and interests

in evaluating the curriculum in terms of defensible modern
psychological and philosophical principles and values

in incorporating the necessary curriculum flexibility
required by individual differences and unique teaching and
learning situations

other items appropriate to the task

B, Attitudes

1.

2.

7.

8.
9.

a belief that the curriculum represents an evolving plan
for achieving the purposes of the program of public edu~
cation

a feeling that the project method of learning--problem
solving--is the most effective methodology available for
training the kind of citizens needed in our culture

a belief that the curriculum must reflect student as well
as teazher purpnses

an intent to participate in developing a curriculum which
will serve the real needs of the iearners

a belief that the school is a social instrument, and the
primary aims of education are essentially social gims

a belief that the "cultural heritage" is essentially a
resource tool to be used in further inquiry and problem=-
solving activities

a belief that children can best learr the culture in
which they lire by appropriate study of the problems of
that culture

a belief that the "common man" can do effective thinking
and, when informed, can make intelligent decisions

other items appropriate to the tesk

C. Knowledge

1.

of the roles of the various institutions functioning in
a modern culture; the problems they help solve and the
problems they create

D

AU
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2. of the big concepts and ideas from the various disciplines
of organized knowledge-~of the nature of things from the
physical sciences, of social concepts from the social
studies, and of bcauty and aesthetics from the arts

3. of the nature of human needs

L. of the nature of the learning process

S. of the position of educationsl administration and how it
can contribute to the total program of general education

6. of various survey techniques and study methods which may
be used to evaluate the effectiveness of a curriculum .

7. of the nature of the major problems confronting the
existing social order

8. of various schemes which have been advanced for the
purpose of developing and organizing a curriculum

9. of the various schools of thought regarding the funda=-
mental assumptions underlying the formation of a curriculum

10. of the amount and kind of student indoctrination permis-
sible (within his system of values) in a curriculunm

11. of the kind and amount of teacher skills required by a
specified curriculum

12. of the physical plant, equipment, materials, and services
required by various plans of teaching
13. other items appropriate to the task
|

D. Understapding

1. that education is a "reconstruction of experierce"

2. that the industrial nature of the American culture is
unique and without precedent in the world's history

3. that modern psychological principles tend to support the
problem-solving way of learning

L. that all the large areas of organized knowledge contain
ideas and understandings important to the general edu-
cation of all .

5. that memorizing the results of the thinking of others is
not a very good way to learn skill in thinking

6. that there are marny activities appropriate to achieving .
the aims of education. There is no need to limit the cur-
riculum to s few prescribed learning experiencese.

7. that learners are eagecr to become active participating
members of ti-ir society. They grow and develop whenever
the learning experience is appropriate for their level of
development, and when they see the relationship between
the learning and their purposes.

8. that subject matter and organized kiowledge are important,
but the use to which they are put, the metheds employed
in their use, and the values of the use are more important

9. that no person can learn more than a small par: of the
accumulated knowledge of the world; that, how: :r, every
normal person can learn and understand the impcriant
behaviorial values of his society

10. that education for intelligent followship is no different
from education for intelligent leadership; both require
skill in critical thinking, careful planning, and effective

execution
o 11. that modern industrial production techniques have made it
ERIC possible for everyone to have a decent standard of living
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i3.

(material things). The peoples of thc world are beginning
to understand this fact and are no longer willing to starve
through this life with "ittle hope other than the promise
of a better life in another world. Herein lies a major
problem of modern national aad world societye.

that behavior changes in learners constitute the only
valid criterion for evaluating the effectiveness of a
curriculum

other items appropriate to> the task

III. Providing Permissive Learning and Working Atmosphere

A. Siill

1.

2.

3.
L.
Se

6.
7.
8.

9.
1C.

in using available space for maximum educational efficiency,
or, if planning for new building, in planning to house the
proposed program of education

in selecting equipment appropriate to the planned activi-
ties and consonant with the aims and purposes of the edu-
cational program

in arranging materials and equipment so as to provide
maximum utility, safety, and flexibility

in providing for the repair, upkeep, and generzl mainten~
ance of the educational facilities

in providing the necessary flexibility demanded by a
program that aims to teach creative and problem-solving
skills

in selecting materials appropriate to the learning needs
and activities, and within assigned budgetary limits

in demonstrating that student freedom is contingent upon
student responsibility

in providing an attractive area dedicated to planning
activities, and furnishing the area with appropriate books,
magazines, plans, reference materials, and furniture

in interpreting the school program and needs to others
other items appropriate to the task

B. Attitudes

‘lo

2e

3.

a belief that the school facility is primarily a tool to
promote learning

a belief that organizational flexibility is necessary to
insure learning and give freedom for constructive
activity

a belief that rules are ccoperatively made so as to take
care of details, and students are thus free to get on with
the important business of learning

a feeling that skill in problem solving is one of the more
important products gained fram a student "project"

a concern regarding the safety and health of the student
personnel
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6.

Te
8.

9.

1.

2.

1.

2.

3.

C. Knowledge

D. Understanding

a feeling that the school program must be so ordered as

to provide for individual instruction, individual rates

of learning, ard varying levels of student development

a concern for the emotional well-being and success atti-

tudes of the learners :

a desire to provide a sufficient variety of learning ac-
tivities so that each student may find at least one in

which he is interested and can perform with a creditable

nmeasure of success

other items appropriate to the task *

of the kinds of functions the school can best serve rela=-
tive to the task of furthering the aims of education

of the appropriate tools, materials, and space needed for
the various functions of public education

of physical plant layouts and arrangements relative to
the educational purposes to be served

of the proper care and maintenance requirements for the
physical plant, equipment, and supplies

of expeditious and reliable procedures for the stcrage
and issue of instructional materials

of safety hazards, and the conditions necessary for safe
and healthful industrial surroundings

of the various types of physical facilities needed by,

and peculiar to, the several organized areas of learning
of the various schemes for student personnel organizations
of the scope of activities possible in the school so as to
permit as wide a variety of experiences as possible, but
without letting students get into impossible problem
sitvations (impossible in terms of available materials,
tools, time, and/or student ability)

that, when correctly conceived, the school is initially

a problem-solving laboratory

that the school, both in physical make-~up and in learning
activities, should reflect the needs and purposes of its
community

that a laboratory with many available tools and many
possible work procedures stimulates the process of mental
trail and evaluation which is an important phase in skill=-
ful problem solving

that students learn cooperative values when working together
on common problems and cooperative projects

that defensible student motivation must be in terms of
interest, stimulation, guidance, mutual respect, and a 7=
missive work atmosphere

that learning is usually easier and more efficient when
many of the organism's functions are involved,; i.e., the
senses, muscular responses, and emotions
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7. that there is danger of perversion of the purposes of the
school--excessive interest in athletics, cafeteria, social
. events, and the like
8. that quality equipment is essential because of the normal
misuse caused by learner inexperience
9. other items appropriate to the task

IV. Improvement of Instruction
A, Skill

1. in arousing interest and in stimulating the teacher to
purposeful activity aimed at improvement
2. in causing the teacher to recognize educational needs
and the efforts necessary to overcome his deficiencies in
skills, knowledges, understandings, and attitudes
3. in getting every teache. to participate in the planning
and work of the group
L. in identifying the factors operating as obstructions to
curriculum improvement
5. in the organization of teacher personnel
6. in the use of reference materials and the gathering of
pertinent data
7. in relating the learning experiences to the total context
of the cultural environment .
8. in the use of the modern technical improvements in teaching
aids and communication
9. in using human and material resources and agencies within
the school's community
10. in evaluating results and progress in terms of accepted

purposes
11. other items appropriate to the task

B. Attitudes

1. a belief in the individual value and growth potential of
every member of the school

2. an appreciation of the unique individuality of each

3. a belief that people are flexible dynamic organisms capable
of growth and development in a variety of directions

L. & conviction that educational programs must logically
reflect the culture within which they exist

5. an appreciation of the big conceptual inventions-~research,
the scientific method of problem solving, and others

6. a concern for the aesthetic values to be sought in a pro-
gram of general education

7. a feeling that non-learning and arrested growth are usually
not the result of a lack of intelligence on the part of
the individual but more frequently are caused by health
and/or emotional problems )

8. a desire to make the instructional program reflect the aims
and objectives of the overall enterprise of community pub-
lic education

9. a desire to help each member grow and develop to the ful-
lest extent of his capabilities o

10. other items appropriate to the task &U{
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C. Knowledge

1.
2.

3.

S.
6.
;.
9.
10,
1l.

12.

of the psychological nature of the human learning process
of the sut ject matter appropriate to the instructional
area (This factor will vary widely and is dependent upon
the instructional level, scope and depth of the program,
and educational purposess)

of the mental and physical growth and development of human
beings

of valid needs and purposes motivating the learners

of the behavior changes called for by the accepted edu-
cational aims and pvrposes

of the important problem-solving tools--the scientific
method, critical thinking, research, the interpretation of
data, and the nature of proof

of the cultural values basic to the existing society

of the need for cooperation under the modern conditions

of the mutual interdependence of individuals

of the hazards, physical and mental, inherent in a modern
culture, and of appropriate safety measures

of the various techniques of teaching, use of teaching aids,
testing and evaluation, etc.

of the literature and- philosophy of education in general
and of education administration in particular

other items appropriate to the task

D, Understanding

1.
2.
3.

L.

5.

6.
7.

8.
9

10.

that all learning is in terms of the learner's past ex-
periences

that individual learning is a process of getting meanings
through the seeing of relationships

that the seeing of relationships-~understanding--is a
higher form of learning than is the formation of stimulus-
response habits

that the human organismselects stimuli appropriate to its
purposes, and therefore purposes are of prime importa: "= t2
the success of an organized program of education

that rote knowledge is useless without the methods, .

and understandings necessary to put it to work in the
solving of problems

that, in the work of improving human living, aesthetic and
social values are of at least equal rank with material goods
that the constantly evolving cultural environment requires
educational programs to be constantly revised and brought
up to date

that the learning of democratic values requires the use of
democratic means and processes .

that programs of instruction should be planned and
maintained with the advice and ccoperation of the various
groups concerned )

that public education is only a part of the community's
total program of education and should be consonant with
the aims of that total program

other items appropriate to the task
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V. Promotion and Stimulation

A, Skill

1.
2.

3.
e

Se
6.
7.

8.

9.
10.

in relating community needs -and resources to the devel-
opment of the program of public education

in working with community members to identify, define,

and clarify the functions assigned to the educational
program

in assisting the group to see and define those problems
relating to educational programs in general

in interpreting the literature and philosophy of educational
administration as related to the educational aims of the
community

in the use of appropriate lay groups in the planning and
advisory phases of the job

in stimulating the group to clarify its thinking and reach
consensus

in working with teachers of other subject areas, and admini-
strators, to the end that all recognize more clearly the
unified nature of the educational effort and the role as-
signed to each person

in identifying the "power structure"--key and influential
persons and groups--within the community and eliciting aid
and program support from this source

in stimulating students to think constructively about their
educational needs and purposes

other items appropriate to the task

B, Attitudes

1.
2.
3.
L.
5.

6.

a belief that opinions, as such, are valid only when based
upon facts and valid information

a feeling that everyone needs, at times and in varying
amounts, some personal stimulation and guidance

a belief that people will support more vigorously an edu-
cational program that they have helped to plan

a feeling that decisions made by informed groups are, in
general, more accurate and genercus than individual decisions
a be!iet that the people of the community have the right
to decide on the aims and objectives of their educational
program

a belief that the learners, in terms of their level of
maturity, have the right to participate in planning their
learning activities

a belief that in a democracy local initiative and local
cooperative action are highly desirable

a belief that effective and widespread communication of
information and ideas is essential to cooperative endeavor
other items appropriate to the task

C. Knowledge

1.
203,

of the philosophical and psychological foundations of
public education

of the kind of atmosphere conducive to effective group
action, and of the factors which may tend to nullify the
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efficiency of the group

3. of the costs of a program of education

L. of the various effective means and techniques of group,
individual, and community communication

S. of the leadership structure of the community

6. of survey and analysis techniques and the interpretation
of the resulting data

7. of student body leadership and the social structure of the
student group

8. of pertinent legal requirements--restrictive, permissive,
or otherwise

9. other items appropriate to the task

D. Understanding

1. that democracy imposes upon everyone the obligation to
become reliably informed

2. that cooperation and shared intelligence and efforts are
more productive than uncoordinated individual actions

3. that to improve an educational program requires improve-
ment in the people concerned with the program

L. that the kind of program desired is a community decision;
the technical phases of program execution are matters for
expert skill and know-how

5. that in a democratic society intellectual stimulation is
the approved method of arousing interest and concern

6. that mutual understanding and appreciation build good
school-community relationships

7. that community resources, human and material, need to be
discovered and used to strengthen the school's program

8. that "more intelligent living" is the "big" aim of public
education

9. that democracy aims to create situations wherein individuals
are given the freedom, encouragement, and stimulation neces-
sary for maximum growth and service

10. that vested interest groups seldom willingly give up their
special privileges
11, other items appropriate tc the task

VI. Guidance
A. Skill
1. in identifying those needs appropriate to the function of
the school
2. in finding the causes of non-learning, and taking remedial
action

|

| 3. in making available various tests appropriate to the stu-
; dent guidance function--intelligence, aptitude, vocational
| interest, and others

| L. in intelligently applying the results of such tests, plus
| other information and evidence, to the individual guidance
| - - problem .

| ’ 5. in observing and interpreting behavior
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in using valid ways and means of improving morale and
success attitudes

in cooperating with teachers and school personnel in
setting up an adequate guidance program

in using dynamic learning experiences to improve student
interest in school and in educational growth

in using expert guidance counseling assistance whenever
the need for it is indicated

in establishing rapport with teachers and students through
the building of a feeling of mutual confidence

other items appropriate to the task

B. Attitudes

1.

2.
3.

k.

5.

6.
7.

a respect for the unique potentialities of each teacher

and each student and a belief in the student's right to
grow and develop

a belief that all persons need, at times and in various
ways, to have some guidance

a belief that the school has the right to "fail" a student
in those courses showing unsatisfactory progress, but that
such a right implies the responsibility for redirecting the
student into channels of endeavor more suited to his inter-
ests and capabilities

a feeling that guidance aims tc cause the learner to evalu-
ate himself and make intelligent decisions based upon the
findings

a belief that guidance is most effective when the adviser
and advisee operate within an atmosphere of mutual respect
and confidence

a belief that guidance is a continuous function related
closely to all phases and levels of the educational program
other items appropriate to the task

C. Knowledge

1.
2.
3.
L.
5.

of the psychological and physioligical growth and develop=-
ment of human beings

of the needs and problems which concern, or should concern,
those responsible for the schools

of various behavior patterns and what they mean in terms of
individual adjustment or maladjustment

of the various test instruments appropriate for gathering
pertinent guidance information

of the use of other ways and means of gathering additional
guidance information--observation, records, interviews, and
the like

D. Understanding

1.

W e, "

that stimulating a person to do constructive thinking
about his problem is frequently a primary factor in the
guidance task .
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2.
3.

L.

S.

10.
11.

12.

that self-discipline and self-direction are goals of demo=-
cratic education

that guidance services are designed to assist individuals
in making their own decisions after a careful analysis

of their own situations

that successful guidance activities are improving the
individual's ability to make sound adjustments, choose
wisely, and formulate both immediate and long=-range plans
that the more successful guidance programs seek the assise
tance of all who can aid the person in making satisfactory
decisions--teachers, parents, physicians, experts, and
others

that no single instrument will provide completely valid
guidance information, and the student needs much evidence
from tests, records, and observations before he can make
an intelligent decision

that the ability for intelligent self-direction is a
learned ability, and each person can improve his skill

in this important area of living

that, to be effective, students must make decisions which
they accept emotionally as well as intellectually

that common problems may be effectively dealt with through
the use of organized group activities

that as a school function the guidance program is a
responsibility of the total school staff

that guidance activities should reveal information relating
to curriculum evaluation and program improvenment

other items appropriate to the task

VII. Routine Administrative Responsibilities

A,

B.

Skill

1. 1in keeping adequate and useful records without becoming
over-burdened with useless details and "paper work"

2. in providing for useful inventories of equipment and
material

3. in pupil accounting and the management of human resources

L. in using acceptable and efficient methods of purchasing

S. in interpreting records to gain information for use in

guidance and program evaluation
in the utilization of records which show school growth and
progress

7. in reporting to parents, the school staff, and other
interested individuals and groups
8. other items appropriate to the task
Attitudes
1. a belief that administrative schemes and devices exist

2.

wholly for the purpose of furthering the educational aims
of the community

a feeling that students have a right, and a responsibility,
to share in school administration
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3.
L.

5.
6.

a belief that each responsibility carries with it a
corresponding degree of authority"

a conviction that administrative policies, plans, and
decisions must reflect a basic philosophy

a belief that administrative policies need some flexibility
other items appropriate to the task

C. Knowledge

1.

2.
3.

L.

5.
6.

7.

of a variety of administrative techniques and tools--
budgets, schedules, accounting, and the like

of record procedures, forms, usages, and interpretation
of budget making, purchasing, accounting, and related
activity

of the function of reports and reporting

of schedules and time utilization procedures

of accident reporting and the legal responsibilities

of the teacher

other items appropriate to the task

D. Understanding

1.

2.

3.

L.
Se

6.
T

8.

that routine details are not ends in themselves but exist
to facilitate action in the furtherance of educational
aims and objectives

that, when confronted by an imperative situation not
covered by administrative policy, the individual should
act to the best of his knowledge and ability; later the
action should be referred to the policy-making group
that administrative records and record keeping are not
defensible except as they serve to facilitate the
learning process

that students and teachers may gain valuable learnings
from participating in the administrative function

that there is a considerable body of knowledge dealing
with effective administration of programs of public
education

that the community has the right © know how its educational
funds are being used

that administrative policies when cooperative formulated
tend to gain the allegiance of those sharing in the
planning

other items appropriate to the task

VIII. Evaluation

A, SK11

1.

in selecting evaluation activities which will reveal the
degree of program effectiveness in reaching agreed-upon
aims ana objectives

in providing for testing the administering of prepared
1nstruments, and in the preparation of testing dev1ces
to meet unique situations

in other methods and techniques of gathering information
which.will reflect program success
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6.
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in making evaluation an individual matter for the program
aims of each student

in interpreting evaluation results to interested groups
and persons .

in observing effective and ineffective behavior patterns
in translating evaluation findings into plans for action
aimed at school improvement

other items appropriate to the task

B. Attitudes

1.

2.
3.

L.

5.

6.
Te
8.

9.

a belief that evaluation is a continuous and cooperative
assessment of the efficiency and effectiveness of the
educational program

a belief that evaluation should build better student
understandings and staff morale

a feeling that valid program assessment must be in terms
of student behavior changes implisd bty the educational
aims of the community

a belief that evaluation is not a separate and periodic
activity but an integral part of the teaching and learning
process

an assurance that honest and factual self-evaluation by
individuals is necessary to achieve a valid assessment of
the progress of a group endeavor

an interest in determining his strengths and weaknesses
as an administrator

a desire that all members of the community understand the
aims, needs, strengths, and problems of the school

a feeling that an evaluation, individual, group, or
school-wide, is of little value unless it provides impli-
cations and directions for betterment

other items appropriate to the task

C. Knowledge

1.
2.
3.
L.

7.
8.

of the various instruments and tecl:liques appropriate to
the desired assessment

of the motivation and stimulation necessary for serious
individual and group evaluation

of useful ways and means for identifying the behavior
changes implied by the school's objectives

of the morale factors in personal evaluation, and of the
need for the individual to maintain his feeling of security
of the evaluative procedures wherein professional competence
is needed, and of those areas appropriate to student and
lay partizipation

of ways ani means of interpreting evaluation results to
intereste: nersons--student grades and progress reports,
school strengths and weaknesses, pupil needs, and the like
of what a :sod" educational program for the community
"should" to

other itesis appropriate to the task

196 243
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D, Understanding

1.
2.
3.
L.

.
6.
Te

8.
9.

that effective evaluation should result in stimulation
and direction toward improvement

that many, if not all, people deveiop defense mechanisms
which make objective self-evaluation painful

that democracy requires that those being evaluated have

a part in the process

that effective evaluation must do more than reveal status;
it must provide direction and "next steps" toward reaching
goals

that educational experiments are to be evaluated in terms
of social consequences (i.e., what happens to peuple)

that evaluation will not be effective unless desired by
those who are to participate

that evaluation is not to compare one student with another,
or with a group, except when thereis need to find out who
is best qualified for a particular job or task

that evaluation is not to compare one school with another
except as they have similar objectives and situations
other items appropriate to the task

A

/
¥
b+
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Important Activities for Principals

1. The principal confers with parents.

2. The principal confers with individual teachers.

3. The principal checks on inexperienced teachers.

L. Working on the improvement of the curriculum

5. Dealing with the classroom problems of teachers

6. Formulating the goals of the school

7. Formulating the policies upon which the school runs
8. Evaluating the performance of teachers

9. Counseling pupils

10. Planning and conducting teachers' meeting

11. Introducing new teaching ideas

12. Checking for possible hazards to pupil safety

13. Observing teachers in their classrooms

1lh. Coordinating the work of teachers

15. Dealing with disagreements between teachers and parents

Activities

1. Managing the school office
2. Preparing reports for the higher administration of the school system
3. Hendling disciplinary cases
L. Dealing with disagreements among pupils
5. Dealing with correspondence
6. Attending principals' meeting
7. Ordering or distributing supplies
8. Dealing with disagreements between teachers and parents
9. Taking inventory of equipment
10. Dealing with disagreements among teachers
11. Dealing with disagreements between teachers and pupils
12. Keeping school records
13. Keeping a watch on the school budget
1lh. Supervising the custodial staff
15, Assisting P.T.A. or other parents group
16. Working on the improvement of the curriculum
17. Introducing new teaching ideas
18. Counseling pupils
19. Carrying on in-service training programs for teachers
20. Dealing with classroom problems of teachers
21. Evaluating the pasrformance of students
22. Coordinating the work of teachers
23. Conferring with individual teachers

Indicators of the Principalt!s Competencies

l. Require that teachers discuss their major classroom problems with
the principal

2. Ask teachers to report all major conferences with parents to the
principal




Competency Statements of Principals. The principal:

1.
2.

3.

L.
5.

6.
T

8.
g.

]0.
11.
12.
13.

1.

Areas of Administrative Behavior. The principal:

1.
2.
3.
L.
Se
6.
T
8.
9.
10.
1.
12.
13.
1.

Gross, Neal and Herriott, Robert E. (Cont.)

Require teachers to keep the principal informed about problem
children in their classrooms

Closely direct the work of tecachers who are likely to experience
difficulty

Require that teacher's classroom behavior conform to the principal’'s
standards

Check to see that teachers prepare written lesson plans

Know what is taking place in most classrooms during most of the day
Determine what the objectives of the guidance program should be in

the school .

gives teachers the feeling that their work is an important activity
gets teachers to upgrade their performance standards in their
clagsrooms

gives teachers the feeling that they can make significant contri-
butions to improving the classroom performance of their students
makes teachers! meetings a valuable educational activity

has constructive suggestions to offer teachers in dealing with
major problems

takes a strong interest in teachers' professional development
treats teachers as professional workers and attempts to reward
teachers who are doing an outstanding job

utilizes research evidence when considering solutions to problems
considers what is best for children in decisions regarding edu-
cational programs

helps to eliminate weaknesses in his school

maximizes the different skills found in his faculty

brings to the attention of the teachers educational literature
that is of value to them in their jobs

helps teachers to understand the sources of important problems
they are facing

displays a strong interest in improving the quality of the
educational program

runs meetings or conferences

handles delicate interperscnal relations

works with community agencies

gets teachers to use new educationai methods

obtains parental cooperation with the school

resolves student discipline problenms

directs the work of administrative assistants

cuts red tape when fast action is needed

maximizes the different skills found in a faculty
communicates the objectives of the school program to the faculty
improving the performance of inexperienced teachers
getting experienced teachers to upgrade their performance
gives leadership to the instructional program

develops "espirit de corps" among teachers




200

Gross, Neal and Herriott, Robert E. (Cont.)

15. revises school procedures in light of modern educational practices
16. handling parental complaints
17. publicizing the work of the school
18. keeps the school office running smoothly
19. makes general plans for the school
20. knows the strengths and weaknesses of his teachers
21. gets teachers to coordinate their activities
22. attracts able people to the school staff
23. knows gbout the strengths and weaknesses of the school program
Indicators
l. conferring with parents
2. managing the school office
3. deals with classroom problems of teachers
L. evaluating the performance of students
S. formulating the goals of the school
6. formulating policies upon which the school runs
7. carries on in-service training for teachers
8. observes teachers in their classrooms
9. recruiting prospective teachers
10. supervising the custodial staff
l1l. planning student schedules or class plans
12. scheduling teacher assignments
13. handling school publicity
1. deaiing with correspondence
15. preparing school bulletins
16. preparing reports for the higher administration of the school system
17. attending principals' meetings ’
18. conferring with department heads
19. coordinating e work of teachers
20. evaluating performance of teachers
21. taking inventory of equipment
22. checking grade sheets or report cards
23. checking school attendance
24. keeping school records
25. keeping a watch on school budget
26. meeting informally with teachers
27. conferring with individual teachers
28. attending school functions
29. dealing with disagreements between teacher and pupil
30. dealing with disagreements between teacher and parents
31. dealing with disagresments among pupils
32, dealing with disagreements among teachers
33. conferring with attendance officers
34. cooperating with juvenile court, police ageacies
35. handling disciplinary cases
36. checking on inev)erienced teachers
37. counselling pupils
38. meeting with student groups
39. planning and conducting teachers' meetings
LO. introducing new teaching ideas
l1l. working on the imprcvement of the curriculum
k2. representing the school through participation in community organizations
L3. assisting PTA or other parent grouns
L. cooperating with other community agencies
kS. ordering or distributing supplies s
L46. checking for possible hazards to pupil safety
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ﬂo. 6, 19?0, !,p. 333'3&3-

An Area of Competence and Competencies of the Principal

Communication

8.

b,

Ce
d.

€.

h.

The principal estublizhes patterns of interaction which pe.mit and
facilitate the exchange of perceptions, desires, and disagreements.

He must establish the following conditions in the schrol:

1. Individuals must feel free to express opinion.

2. Individuals must feel there is o reasonab}e probability that
what they say will make a difference.

~

The principal actively solicits infurmation from teachers.
Demonstrates capacity to accept divergence of opinion.

The principal mus. be prepared to act upon information that he
receives from teachers.

The principal provides avenues of growth for the teacher which
permit an expansicn of the teacher's role as he demonstrates
increased competence.

The principal defines crganizational patterns which hold impli-
cations for the exient of productive interaction within the school
and the degree of differentiation among teachers.

The principal delegates responsibility to increase the opportunity
of self-divection available within the school to staff.
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10.

11.

12.
13.
1h.
15.
16.

17.

18.
19.

Is able Lo octate tie forw

twelve years of ame md 1o 2

Is able to classify celected pupil be

a child at a given age.

Is able to arsist a te cher in using the princigles of child development

in selecting, organizin-. znl developing learning experiences for children.

Is able te assict fe.cr vo Lun ieveloplnr and using screening procedures for

identifying learning diszoilities among children.

Is able to structure a prugram to develop parental involvement for pro-

moting a better understanding of learning aifficulties and enhancing

parental involvement in their remediation.

Is able to secure medital., puychological, and educational diagnostic

services and/or approprizte iLreaiment incluaing special education,

special pathology, etc.

Is able t0 assict the classrocn teacher in the formalation of a pre-

scriptive learning stretegy for each child with the necessaxy sexrvices

of a consultant az noled earlier.
S,

acreristics of children five through
e 1o seiected children.
haviors as typical or atypical for

5.

Is able to assist in the development of prescriptive teaching practices
through lectures. vid=o tape
experiences,

Is able to assist
techniques, meteri
quietly controlie
Is able to devel> »ct've p“ocniu es for securing, routing, and using

vital information =b.', children including psychological tests, vision
and hearing screenings, etc,

Is able to identifv sources. cecurs uJF neeieu Jervices and follow-up
treatment as required to iscurs that the unigue needs of every deviant
child are met.

Is able to confer with childrer, parents, and teachers regarding the
special needs of deviaat children in the schools

Is able to ussict *he .7 sor: - *eacher to prQVlde personal academic and

vocational guides ia oo voansooes Zo2 esch chdld.

Is able 32 3 toachers to promotc celf-directed responsible behavior
on the pav» of each cinlld in the clazsroom.

Is able to very horestly and fazt™):; reporct - ildren’s progress or

problems tn parent .

Is able to lead teachers to z*3'e ,1 uelte fpne oznool philosophy in such

& fashion that the uniaue vopulation end communiiy of each school is

demonstrations and/or supervised practicum

2
4 N
'
(8]
ot

appropriately served,
Is able to lead teacherc to develon avganizationa1 structure that is a
balanced program yet bthet 1z flexible endugh tu meet the changing needs

of pupils.

Is able to lead teachers and related community agencies to constantly
re-evaluate the program and to seek improvement.

Is able t5 Jlevelovp an in-zervice ‘raining progrem which includes a learning
activity for every member of the prolessional staff. This in-service
training will bYe bpased on a ssnool improvement program.
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20.
21.
22.
23.
2.
25.
26.
27.
28.
29.
30.
31.
32.

33.

3h.
35.
36.
37.
38.
39.
L0.

L1,
L2.
43.

Is able to select an area, appropriate time, and a ccmfortable site for in-
service meetings.

Is able to secure leadership including consultants, materials, and
equipment required for the in-service training program.

Is able to aid each teacher to contribute maximumly to the in-service
program.

Is able to focus the attention of the instructional staff to specific
problems and issues which may be assumed to have possible solutions.

Is able to develop the social aspects of in-service education to promote

a wholesome attitude among all participants and to promote rapport among
faculty members.

Is able to involve representatives from the student body, community,
teaching staff, and other interested agencies in the in-service process

to promote a meaningful supervisory relationship.

Is able to coordinate the local school in-service prcgram.

Is able to communicate with an individual teacher or with a small group of
teachers regarding nondesirable teaching practices or behaviors.

Is able to assist the teachers in developing reporting instruments which
are objective enough to be understood by the parents.

Is able to promote frequent, pleasant, and meaningful communication with
parents as required.

Is able to analyze a teacher's pattern of pupil evaluation and to translate
this into parental information as necessary.

Is able to assist teachers to determine their particular evaluation
strengths and weaknesses. ’

Is able to plan a program of parental involvement which brings parents
into the schocls in a variety of support roles--first aid workers, clerks,
tutors, instructional aides, etc.

Is able to bring parents into the school building for conferences in the
rooms with the teachers to aid the parents in understanding the program of
the school and the needs of each child in his progress and/br problems.

Is able to complete all reports without clerical assistance (required by
Alabama School Attendance Register).

Is able to set up and maintain a proper bookkeeping and accounting system
as required by the State Department of Bducation.

is able to conduct and report the findings of surveys such as those required
by the Civil Rights Commuission.

Is able to complete all forms required by the School Iunch Program of the
USDA.

Is able to plan z weskly menu to meet all requirements of a Class A school
lunch program.

Is able to state and assure compliance witl: all local, state, and federal
health regulations affecting food preparation and service.

Is able to structure a cafeteria schedule and a traffic flow chart to be
used in serving a specified number of students in a specific facility
within an appropriate time schedule.

Is able to structure four alternatives to the basic Class A school lunch
program.

Is able to purchase food for a school luncn program utilizing a budget
based on anticipated income for one month of the school lunch program.

Is able to state the rules and regalations which govern the expenditure
of funds received through the school lunch program.

Is able to structure avenues which assure the full use of all government
surplus foods and which avoid the stockpiling of either government surplus
foods or programmed approved foods.

R0
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L5.

Lé.
L7.

L8.
L9.
50,
51.
52.
53.

Sh.
55.

56.
57.
58.
59.
€0.
61.
62.

63.
6l
65.
66.
67.
68.
69.

Is able to apply the state and local regulations concerning pupil attendance
and to seek appropriate services from community agencies which function to
assist the schools to meet the needs of children.

Is able to state school laws regarding compulsory attendance to parents or
other involved persons.

Is able to state the school laws which govern the relationships between:
the elementary school principal and/or the local school board of trustees
or the system school board.

Is able to state and apply the laws and regulations which govern the pro-
cedures to be used on controlling children's behavior.

Is able to state the constraints and problems occurring in situations
involving "tort" liability.

Is able to state possible liability problems--involved in field trips or
other school-based transportation processes.

Is able to state the liability factors incorporate in the school bus
transportation of children to and from the school.

Is able to state the liability factors incorporate in having children come
to and go from the school in their parent's car or when walking.

Is able to state liability factors involved in administering basic first
aid or giving medication at school.

Is able to state students' personal rights to property and personal privacy.
Is able to describe and secure fire extinguishers required to meet state and
local fire standards for safety.

Is able to set up a fire drill, storm drill, and Civil Defense alert drill
in the schocl.

Is able to replace and/or reset circuit breakers or fuses in fuse boxes or
verform similar tasks.

Is able to state the proper materials and procedures to be used in cleaning
and maintaining a variety of floor coverings.

Is able to schedule a custodial staff in order to assure proper naintenance
of school plant.

Is able to state the rules which govern the hours, payment, and time use of
maintenance staff members.

Is able to repair faulty light fixtures, nonusable plumbing, etc., which
are minor emergency situations in a school.

Is able to state the limits of the state textbook program estimating

needs, ordering, allotting, maintaining, and accounting for the state-
owned textbooks.

Is able to plcn for the use of standard books or available books not on the
state adopted list.

Is able to deal with an emergency in transportation of children such as a
flat tire, etc.

Is able to translate average daily attendance fitures into instructional
units.

Is able to maintain and perform minor repair on audiovisual equipment in
the school.

Is able to identify a variety of sources for the selection, purchase, and
organization of instructional materials within a school.

Is able to write an appropriate press release suitable for use in a local
newspaper or similaxr publication.

Is able to address public agencies or civic groups regarding school program
policies or needs.
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1. Is capable of developing and administering an adequate, safe, and
economical insurance program.

2, Is capable of writing job descriptions and job specifications for
non-economical positions.

3. Is skilled in specification writing.

. Is capable of relating educational philosophy tc the area of
business services. :

5, Is proficient in the use of projection techniques such as financial
trends, student enrollments, site and building needs, etc.

6. Is capable of developing and administering a program for the ef-
fective storage, inventory and distribution of supplies and
equipment.

7. Is capable of developing and administering a thorough-going program
for the selection of non-instructional personnel.

8.  Is proficient in the use of procedures and techniques involved in
~joh analysis.

9., Is proficient in the use of procedures and techniques invol ed in
plant security.

10. Is proficient in the use of procedures, techniques, and scales
involved in evaluating non-instructional employee pericrmance.

11. Is capable of applying generally accepted accounting principles
and procedures to the specific areas of school accounting.

12. Is skilled in public relaticns procedures and techniques.

13. Is capable of developing and administering an efficient custodial
program.

1. Is skilled in preparing, presenting, administering, and appraising
scnool budgets. ‘

15, Is proficient in the use of techniques for determining adequacy of
personn 1 and work loads.

16. Is capable of administering an internal auditing program.
17. Is capable of using diplomacy and tact in working with people.

18, Is proficient in the use of basic legal reierenceé.

-
Fora >
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19. Is capable of delegating responsibility together with commensurate
authority.

20. Is capable of establishing and maintaining effective communication
with community agencies, the board of education, and staff,

21, Is capable of applying the principles of "democratic administration."
22. Is proficient in the proper and efficient utilization of his staff.
23. Is capable of participating in community affairs and planning,

2, Is capable of organizing written material logically and presenting
it effectively.

25. Is proficient in the use of graphic techniques.

26. Is capable of coping with special interest and pressure groups.
27. Is skilled in solving human relations problems,

28. Is skilled in data gathering techniques.

29. Is capable of acting as a resource person to teachers and admini-
strators in the area of purchasing,

30. Is capable of developing and administering an adequate personnel
records system for non-instructional personnel,

31. Is skilled in the art of public speaking.
32. Is skilled in the use of statistical methods and procedures,

33. Is capable of developing and administering a plan for the effective
orientation of new non-instructional personnel.

3.4. Is capable of motivating staff personnel in the development of
proper attitudes toward the educatimnal objectives of the school.

35. Is proficient in forms design and control.

36. Is capable of establishing and maintaining a satisfactory working
relationship between non-teaching and the professional staff.

37. Is capable of acting as a resource person to the cafeteria manager
in the area of personnel management, purchasing, accounting, and
reporting.

38. Is capable of developing and administering a systematic program for
the in=-service training of non-instructional personnel.

39. Is capable of developing and administering an efficient maintenance
progran,




207

Hazuda, Michael L. (Cont.)

LO.
L1.

L2.

L3.

L.

L5.

Lé.
L7,

L8.
L9.
50.

52.
53.
sk,

55.

56.

57.
58.

59.

Is capable of encouraging high morale among the business office staff.

Is proficient in the use of techniques, procedures, and practices
regarding assessments, equalization ratios, and taxation.

Is capable of handling responsibilities for or acting as a resource
person to the director of transportation in the areas of purchasing,
personnel management, accounting, and reporting.

Is capable of deveroping and administering a sound procurement program.

Is capable of establishing and maintaining a positive and constructive
relationship with his chief school officer.

Is skilled in locating essential information relative to a particular
program.

Is skilled in planning, organizing, and evaluating office operations.

Is proficient in the use of procedures, techniques, and scales in-
volved in evaluating school buildings.

Is skilled in the preparation of financial statements and reports.
Is capable of supervising wisely the personnel under his supervision.

Is skilled in the procedures and techniques connected with investments,
borrowing money, and the issuance and redemption of 8chool bonds.

Is skilled in overseeing school construction projects in terms of
approved plans.

Is capable of getting work done through the efforts of others.

Is capable of making decisions.

Is capable of securing and coordirating the services of educational
and technical specialists such as bonding attorneys, architects, and
educational consultants.

Is proficient in the use of cost analysis techniques.

Is proficient in the use of procedures and techniques involved in
school plant planning.

Is capable of treating confidential information confidentially.

Is capable of providing technical assistance in the formulation of
wage and salary plang for non-instructional parsonnel.

Is skilled in research procedures and techniques.

Cres,
> A
Fur,[ L
i
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Administrative Performance and Personality, Bureau of
Publications, Teachers College, Columbia University,
New York, 1962.

Exchanging information

The principal is concerned with teachers' and pupils' personal
problems, particularly reaction of pupils to the educational program.

Ability to reason and see relationships, general cultural facts,
and ability to learn new material rapidly . '

The prihcipal is concerned with objectives, evaluation, planning
and continuity, curriculum, child development and growth.

Complying with suggestions

The principal responds to good suggestions for change and possesses
the ability to communicate effectively.

Analyzing the situation

The principal is concerned with classroom climate and routines.

Maintainingzgelationships

The principal is concerned with instructjonal curriculum, personnel,
and public relations.

Organizing work

The principél is concerned with pupils' reactions and physical
setting of classroom.

Responding to outsiders

The principal is concerned with objectives, planning evaluation,
and effects of teacher performance.

Directing others

The principal accepts the responsibility for leadership.

Preparation for decision

The principal values educational needs of pupils and teacher per-
formance, objectives, planning, methods, teacher personality, pupil
motivation, and child growth.
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9.

10.

11.
12,

13,
k.
15.
16.

17.

18.

19.

Guide for Staff Development of School Administrators,
Houston Area School, District Area II, Universilty of
Houston, 1572.

List of Principal Competencies
a Director of Instruction, the Principal:

communicates instructional needs and expectations to staff
facilitates identification of goals and objectives for each
aspect of the program which are consistent with school
district goals

encourages innovative efforts by staff

provides for assessment of individual student needs and for the
provision .of programs to meet these needs adequately

insures a wide range of student activities which promotes
improved student self-concepts

provides within budget constraints for evaluation, selection,
and distribution of instructional materials and equipment
insures continual evaluation of the instructional program
makes faculty teaching assignments so they are consistent with
individual strengths and the strength configuration of the
total faculty

encourages use of a wide range of human and physical resources
to support the instructional program

models or arranges for models of good instructional procedures

s Personnel Leader, the Principal:

assists teachers to improve their effectiveness as instructors
organizes a regular in-service education program which focuses
on identified ncoeds in the school

allows for consultants to answer specific questions cf teachers
regarding servicdes, etc.

promotes open communication with staff and seeks advice re-~
garding decisions which affect them

periodically evaluates each member of the staflf and interprets
the evaluation to each

selects the most capable staff available for his school within
constraints of data available and school district policies
. strives for positive and constructive relationships among
teachers, paraprofessionals, custodians, and other staff, and
between staff and students, parents and community members
demonstrates concern and feelinz: for individuals' problems
and needs and takes actions to alleviate adverse conditions
recognizes talents of staff and utilizes them well
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As School Organize:r and Administrator, the Principal:

20. maintains required records to support the school program

21l. delineates clearly staff roles and responsibilities to insure
performance accountability

22. maintains adequate maintenance of school plant and grounds

23. supervises support services in operating the school

2. schedules classes and activities to facilitate more effective
use of time and space

25. employs a systems approach to school administration

26. evaluates procedures, organization, and administration, and
improves them based on feedback from school personnel

27. plans details carefully to implement decisions i

28. responds promptly and thoroughly to perceived needs and controls,
administrative requests, and directivés

29. exhibits imagination in overcoming constraints

As Liaison with Central Administration, Universities, Federal
Programs, and Other Institutions, the Prircipal:

30. keeps the central administration informed about school,
community, staff, and student developments

31. coordinates activities for schools which are cooperatively
performed with other institutions or through special services

32. interprets central administration directives, regulations,
and program emphasis to staff, community, and students

33. cooperates in prospective teacher programs in the school

34. prevides leadership in systemwide enterprises

In Involving the Community, the Principal:

35. maintains communication links between the school and the
community
36. provides a means for the community to participate in school
. policy development and activities
37. encourages community use of school facilities
38. demonstrates a concern for needs and problems of the con-
stituents

As a Professional Edicator, the Principal:

39. sets goals for his professional growth and development

LO. engages in activities which promote his professional growth

Lbl. assesses his progress toward established professional goals
and activities

L2. contributes to the development of the teaching profession

L43. models effective professional behavior and exudes warmth and
affection

Lh. employs modern professional approaches in designing programs
organizing the school, and working with people
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Objectives for Innovative Principals: Concepts and Instruments.
Atlanta: Joint UCEA and Atlanta Public Schools Project, working
papers, n.d., pp. 1-53.

The Administrators' Task--Two Sets of Assumptions¥

. THEORY X
The administrator is responsible for organizing the elements of productive
enterprise--money, materials, equipment, people--in the interest of the
goals of the enterprise.

With respect to people, this is a process of directing their efforts,
motivating them, controlling their actions, modifying their behavior
to i1l the needs of the organization.

Without this active intervention by the administration, people would be
passive--even resistant--tc organizational needs. They must therefore
be persuaded, rewarded, punished, controlled--their activities must be
directed. This is the administrator's task--in managing workers. It
is often suuwed up by saying that administration consists of getting
things done through other people.

The average man is by nature indolent--he works as little as possible.

THEORY Y

The administrator is responsible for organizing the elements of productive
enterprise--money, materials, equipment, people--in the interest of the
goals of the enterprise.

People are not by nature passive or resistant to orgenization needs.
They have become so as a result of experience in organizations.

The motivation, the potential for development, the capacity for assuming
responsibility, the readiness to direct behavior toward organizational
goals are all present in people. The administrator does not put them
there. It is a responsibility of the administration to make it possible
for people to recognize and develop these human characteristics for
themselves.

* Adavnted from Douglas M. McGregor, "The Human Side of the Enterprise," In
Warren G. Bennis, Kenneth D. Benne, and Robert Cain (ed.), The Planning
of Change, New York: Holt, Rinehart, and Winston, 1962. See also,
Douglas McGregor, The Human Side of the Enterprise, New York: McGraw-Hill,
1960; and Douglas McGregor, The Professional Manager, NWew York: McGraw-
Hill, 1967.
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4. The essential task of the administrator is to arrange organizational con-
ditions and methods of operation so that people can achieve their own

goals best by directing their own efforts toward organizational ob-
Jjectives.

CONCEPT 1. The school organization is multi-functional and some of the
functions are a product of the personal needs and wants of individual
organizational members. ("The Multi-Functional Organization": pp. 2-6 supra)'

Performance Statement: The principal recognizes that the private goals of

organizational members affect the achievement of the public goals of the
school.

Indicators:

1. Recognizes and supports differing teaching styles

2. Flexibly schedules institutional demands on employee time

3. Is able to identify personal needs of individual colleagues
and provides intra-organizational ways in which these needs
may be satisfied consistent with organizational goals

4. Matches teaching skills with teaching arrangement

Performance Statement: The principal recognizes that individual ctaff
members may have differing value orientations and respond differently

to various elements (formal constraints, reward systems, motivators,
etc.) of organizational life.

Indicators:

1. Can identify and describe unique competencies of staff members

2. Overtly (behaviorally) supports individual staff members' need
for personal development and pride in cultural and/or ethnic
background

3. Reveals respect for differing life styles by responding to these
in a non-judgemental way

CONCEPT 2. Creativity and decision-making ability are widely distributed in
the population and are not determined by the formal office a person holds.

It is possible to provide for the effective use of these abilities within the
formal organization. ("Assumptions About People"; "Motivation, Morale, and
Rewards": pp. 6-13 supra)

Performance Statement: The principal establishes broad parameters, con-
sistent with general school policies and good educational practise (sic),
within which individual staff members or identified groups of staff
members have wide latitude for problem resolution and final decisior-
making.

Indicators:
1. There are in evidence "task force teams'" of staff members with

evident refined responsibilities focusing on significant aspects
of the school operation
s
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2. There are well understood processes or procedures for identifying
potential school problems, or curriculap/instructional needs.
Individual staff members know these processes and procedures and
invoke them at appropriate times.

3. The decision-making process is varied according to the nature of
the decision situation. (i.e., unilateral decisions in "crisis"
situations are made without apology or need for apology; there
are in evidence, however, ''sensing" mechanisms (#2 above) whereby
many crises are anticipated)

Performance Statement: The principal is "authentic" in his dealings with
staff members.

Indicators:

1. His behavior is perceived by co-workers as congruent with the
organizational tasks to be performed. (i.e., the staff feels
certain jobs and tasks accrue to the "principalship" and it is
their belief that their principal is performing these)

2. His behaviors are perceived by others in a manner consistent
with the principals perceptions of his own behavior

3. The principal yviolates unreasonable or inappropriate system-wide
policies in favor of his staff

Performance Statement: The principal varies the reward systems at his
disposal consistent with the needs of individual staff members and with
cognizance that most staff members are probably operating on needs ievels
above "physiological and security." (This latter should be checked in
individual school settings, and if it is not so, appropriate administrative
efforts directed to corrective action.)

Indicators:

l. There is in existence a regular formal mechanism (e.g., news-
letters) whereby the principal and other staff members announce
"jobs well done" by others or where an individual can submit his
own announcements of recent professional or personal activities
in which he has been engaged

2. There are in evidence "task groups" leadership within which is
"achieved," i.e., it devolves to the leaders from his peers.
Once achieved such leadership is, however, acknowledged by the
principal, publicly and privately.

3. There is in evidence flexible scheduling of staff time in order
that meetings of appropriate groups may occur within the normal
school day or that individual teachers may be released from
normal duties for periods of time to conduct research, update
skills, serve on system wide committees, or attend to certain
personal activities, etc.
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L4. Evidences and uses staff evaluation procedures and/br instruments
which focus on the teaching act and subsequent learner achieve-
ment of, or movement toward, mutually agreed upon goals (rather
than focusing on extraneous, unnegotiated, or unstated factors)

CONCEPT 3. There are two dimensions in complex organizations; the formal and
the informal. The informal dimension has great influence upon individual
behavior, provides its own system of rewards and may or may not exhibit goals
which are congruent with the formal organization. ("Informal Groups";
"Individual and Group Relations": pp. 13-25 supra)

Performance Statement: The principal is aware of informal groups within
the school.

Indicators:

1. He is able to identify the informal social and/br professional
groupings in his school and can identify the achieved leaders of
these groups.

2. There are frequent meetings, informal and formal, with informal
staff leaders to discuss metters of significance to the formal
dimension of the school organization.

Performance Statement: The principal is concernmed with individual staff
members sensSe of belonging and security within faculty groups.

Indicators:

1. Attitude toward individuals who may not conform to normative
organizational standards (e.g., dress) is positive and supportive

2. He utilizes various mechanisms such as informal teas or cocktail
parties; "buddy systems," for example, to assist in the orientation
of new members. Such mechanisms are utilized throughout the year.

Performance Statement: The principal develops congruence between
individual needs and organizational role expectations.

Indicators:

1. Job descriptions and/or responsibilities of the staff are generally
developed in a behaviorist manner rather than in an integrationist
manner.*

* A behaviorist model assumes that individuals have as much impact on organi-
zation as the reverse; thus, the functions of a particular job are modified
to fit the competencies which the job incumbent has. An integrationist
model on the other hand defines the job and attempts to fit the individual to
it.
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2. Individual staff members are required to generate specific "Job
Targets" on an annual basis and these are negotiated and agreed
upon by the principal and staff member early in the school year.
(Process as well as product targets are employed.)

CONCEPT L. Effective organizations are characterized by a variety of communi-
cations media and a free flow of information laterally and vertically through-
out the organization. Individual units of the organization (schools) place a
somewhat heavy reliance on face to face communication wherein which such ele-
ments as non-verbal cues, environmental setting and individual personality
variables affect the perceived meaning of the messages. (*Communication in
the School Setting," pp. 25-31 supra)

Performance Statement: The principal effectively communicates with the

staff.
Indicators:

1. The communication medium is varied depending upon the complexity
of the message being communicated, and the degree of behavior
change required by receivors (sic)

2. The communication medium is varied depending upon the nature of
the individual(s) and the number of individuals to be communi-
cated with

3. fThere are provisions for "feedback" so that understanding of
verbal and written messages c¢an be checked with some immediacy.
(Advisory councils, face to face questioning, etc.)

L. There is an awareness of the relationchip between environmental
setting and effective communication. (The objects in the school
are arranged to facilitate communication; e.g., accessibility of
teacher lounge, principal‘s office, furniture arrangements,
classroom arrangements)

Performance Statement: The principal facilitates intra-staff{ professional
communication.

Indicator:

Task force committees (curricular or instructional siudy groups, etc.)
which are formed reflect 2 "Likert Linking Pin" structure (i.e.,
official professionzl groupings are evident which reflect cross
departmental; cross grade levels).
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No. 362, pp. 42-52, March 1972.

Principal Sompetencies and Indicators

1.

Develops an understanding of the school as a societal sub-system,
with emphasis on:

a. the school's responsibilities in maintenance and adaptive
roles in the larger society

b. principles of conceptualizing, planning, implementing, and
sustaining organizational change in a bureaucratic, social
institution

c. principles of leadership in a bureaucratic organizational
setting as distinct from and in addition to routine administra-
tive tasks

d. the school district as a group of individual, but coordinated
and cooperating, units:

1. policy-making procedures through administrative recom-
mendation, board of education action, and administrative
application of policy

2. coordination of function of individual buildings engaged
in successive contacts with students

Gains knowledge of methods and sources of school finance sufficient
to:

a. 1influence intelligently the acquisition of resources through
routine fiscal channels

b. supervise responsibly the fiscal operations administrator in
his building

c. stimulate the acquisition of monies from special sources such
as research and experimental grants from private foundations
and public agencies

d. apply responsibly available monies with full knowledge of
effects on the total financial picture of the school

Develops knowledge in laws and regulations pertaining to the
functioning of the schocl, including:

a. state laws and department of education regulations regarding
school operations

b. significant landmark decisions of the courts relative to school
operations

¢c. current trends in decisions of courts involving schools and
school related activity

d. laws relative to behavior of adolescents, and current practices
in enforcing them and dealing with offenders

Gains knowledge of goals, strategies, and outcomes of contract
negotiations and grievance procedures between school district
employees and boards of education sufficient to:

a. act as advocate for the students' interests in routine negotia-
tions activity -
e
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A2

7.

ERIC

Aruitoxt provided by Eic:

b. serve as respon.it e inlourmation resonrce to the negotisiion

Drocass

c. protect one'. cwio oand Lio prounts professional interests as a
menter or b L dotent oo group negotlating with the
ToLPa o ol

Develops operutional bAngLLUv in research and evalpation of
educational problems ufficieni to:

2. intervret findizrge o r o osrch outside his school and make
neaningful al o o e dn e ngF‘ngan of hi: school's
Crograns

b. initiate, _wgeriile, ant inderpret on—puipp evaluation of
aspects of the lnocructiona. - ffort in his school, and apply
findings to exransion. revizion, or suspension of programs

Gains up-to-date viersbionar knowloedge of instructional techniques
and materials:

a. bzengreund o Tnlurmail o o uge dieently wilth teachers he

is leadin.-:

1, knouwiadye of vnrious rmudes of learning and appropriate
application or eact (large group, small group, lab, in-
dividaz._ized directed study, seif-motivated learning, in-
forma: s-arning, 2bc.)

2. knowledge of tecinitaues and skilis to facilitate the
organiixtion ~f slnaf’t, wullding, and resources to provide
for ase of zipropricsus medes of iusbtruction

b. knowledge o cources from which new strategies for instruc-

W
1

tion, mzt-ricis, 1 r lostrustion, and evaivation of strategies
and maber.als 2t Le obbalned

c. 5kill in exemp.ifying use of thi: information in his own
directing of instruction in tleachers' in-service education

»
!

Develops skill in techniqu-. of communicatl n:

a. listening and resding {or reanings intended by others in
1.

communicaii. L. directed oh him
b. expressing ld- i zlezriy and  Criciently in one—wéy presenta-
tional errmanlest lon
1. dymamies orf oudl Lo orroup o
2. rpueeh toorn Tt Locrd oalto=vilun e Lhods
c. o wuith appropriste affective dis-
=l T 1

wooenstion with clgrity and appro-

&, gain famiii«rity with 1Y eburs of human relalions fieid

b.  dinterpret other prroing ts reseurces for loarning rather bhan
as objects of confiici wr irritation

c¢. dnterpret behavi v «F obher persons as bLhey interpreb il
thzmzetves
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9.

10,

11.

d. see one's own behavior as other persons see it

e. identify and cope with one's own defenses

f. give and accept feedback and make appropriate adaptations

g. gain familiarity with sources of trained professional help in
establishing human relations programs for staff

Develops expertise in systematic problem-solving procedures:

a. identifying and delimiting problems in the school situation

b determining appropriate decision-making personnel in the
school organization

c. determining sources of data providing input applicable to
the problem solution

d. considering viable alternative solutions with apprepriate
personnel

e. choosing appropriate alternative

f. implementing the decision

g. evaluating the results cf the implementation

h. possible recycling of process with benefit of evaluation of
first decision result

Gains knowledge of history and philosophy of education sufficient
to:

a. provide understanding of the historical relationship between
society and the public school

b. provide understanding of the philosophical stands contributing
to historical and contemporary school practices

c. provide foundation for development of his own philosophy
of education

d. sensitize him to philosophical bases for present demands on
the schools

Achieves an understanding of the effects on children of the
socio-economic milieu in which they live their lives, and a com-
mitment to making the school a medium through which they can
maximize their backgrounds and talents:

a. sociological bases for present demands on schools

b. special probleme of the poor

c. special problems of minority groups

d. provisicns needed to contact each person in his present
physical, mental, and social condition




ERI!

Aruitoxt provided by Eic:

Johnson, Thomas J. (Cont.)

12.

Gains knowledge in ihe fice.d of child and atolescent develop-
ment, and {oychioleg, of Loarning with sulflcient breadih and
sovhistication vo:

a. communicate intelligently with specialists in the field

b. use as one basis for the structuring of learning strategies in
thp instructional program

Co sist in underst-nding, coring with, and--when appropriate--
moolfjlng ive wide variety of behavior manifested by secondary
school students

d. provide knowlerdge base for assisting olher administrators
and teachsrs to cnpe wiih student learning and behavior
problems
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Kindred, L. W., "The Intermediate Schools, Organisation and Administration,"
Part V, Chapters 17-22, ERIC Research in Education., 1969, ED 029 354.

Competencies of the Principal

1. The principal furnishes the overall leadership for the school and is
directly responsible for the professional staff including:

a. screening applicants

b. recommendation to superintendent for hiring applicant

c. orientation of new staff members

d. organizing the staff for effective utilization of the
capabilities of its members

e. in-service education programs for professional growth

f. evaluation

g. recommendations for tenure or dismissal

h., staff welfare

2. The principal is responsible for the curriculum of the school.

a. makes sure personnel in each subject matter are aware of
latest developments in their school
. b. gives consideration to whether or not current curricular ideas
should be incorporated in their curriculum

3¢ The principal is responsible for scheduling and other aspects of
administration such as: staffing, curriculum, and building utilization.

L. The principal is responsible for the public relations program of the
school. The principal informs public of the school's concerns, what
is going on and why.

5. The principal incorporates research and innovation in his school system
to contribute to the general fund of knowledge related to the educa-
tional process-.

6. The principal strives to create an atmosphere where freedom of communi-
cation exists within the organization of the school.

7. The principal provides profescional meetings as needed by staff of
reasonable length and a definite agenda.

8. The principal sees that staff has a clear understanding of procedures
for discipline with follow-up repcrts to originator, including results.

9. The principal involves faculiy members in developing school program
including exverimentation,

10. The principal makes fair ussignments according to staff distribution.

11. The principal develops a feeling of mutual reliance of staff and
principal with assurance of fair reception of all requests by either.
Q
[ERJ!:‘IZ. The principal demonstrates a clear indication of interest of admini-

cirati in probler f staff. s
ation in problems of staf ;3:}7,
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13.

18.

19.

20.

2l.

22,

O

RIC

Aruitoxt provided by Eic:

Phe principal demonctruates a prompt consideration of staff problems.
The principal gives prompt recognition of outstanding work.

The principal prumoties good personal relations through social func-
tions; full puriicinatlon by principal.

The principal creat- . an awareness of staff that opportunities to
advance are open and all eligible people will be informed.

The principal creowtes opportunitiers for in-service training and pro-
fessional growth.

The principal erpioys democratle principles to solve problems utilizing
election, selecticn, and voluniteering procedures.

The principrl nu.-» sure good equipment and facilities are availabie
to staff.

The principal hond.cs personzl matters with staff in a confidential
manner.
The principai Intorinu stul’l
concern.

rully and clearly on mabtters of professional
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School," Journal of Research and Development in Education, Vol. 5,
No. 3, pp. 119-25.

Personal Competencies

1.

2.

3.

7.

Ability to function in ways that reflect:

a. an ultimate concern with valuing the dignity and worth of human
beings and an interest in the development of the potential in-
herent in every person--central to which view is the person him-
self, as he discovers his own being and relates tu other persons
and to social groups

b. an emphasis on the child as being and becoming--becoming a person
with respect for individuality of self and others, who lives a
creative, full, and cultuially responsive life, who endeavors to
function with competence, continuing joy, and the spirit of learn-
ing and inquiry

c. a centering of attention on the experiencing person, and thus a
focus on experience as the phenomenon in the study of human beings
with the concomitant awareness that they are real to others as
they experience and perceive him, and that this perception in-
volves the individual's behavior, ideas, feelings, values, know-
ledge, and perceptions

Ability to experience process in life and to continue this process
within the self with undiminished curiosity, initiative, and the
feeling of personal regard

Ability to 1ntegrate the world of ideas, knowledge, culture, art,
and thought in one's work

Ability to relate to others as equals and as differentiated
individuals in interpersonal encounters, and to do s> because of the
clear image one has of people as individuals

Ability to acknowledge that one has personal needs, to recognize
what they are, and to distinguish them from the personal needs of others

Ability to use the self, as evident through developing a sense of
identity and autonomy; control of fear, anxiety, anger, jealousy, and
drives; a sense of self awareness; a sense of the self as a learner;
a set of goals for self

Ability to function as a person with a value framework, with commit-
ment and involvement, with integrity and honesty, with creativity,
imagination, and openness

Ability to function as a person with strength, energy, and vitality,
with a sense of humor, with knowledge, information, and facts
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9. Ability to function analytically and logically and with wisdom,
understanding, and insight

10. Ability to conceptualize and generalize

11. Ability to inspire, stimulate, and motivate

12, Ability to provide leadership through the capacity to make decisionms,
share in decision making, assume authority and responsibility, share
authority and responsibility

13. Ability to communicate in writing and speaking

1h. Ability to use numbers and basic mathematical constructs

Generic Competencies

1. Ability to develop open anu nonest relationships with a wide range of
people of various age levels with different backgrounds and life
experieiices

2. Ability to provide an environment within which the other person can
feel the freedom to examine self better which happens when the leader
really believes that the other person is of worth as a person, and the
person not only senses this but also finds that he will not be judged,
rejected, exhorted, or manipulated by the leader

3. Ability to analyze one's role in an evolving team situation with recog-
nition of the added funtions of leaders as they are called upon to
organize all resources, human and material, to meet the needs of
individuals

k. Ability to provide environment similar to the above with groups of
persons who, when facing themselves squarely and exploring their
problems, feelings, and aspirations in a non-threatening environment
as a group, may have a reinforcing effect upon self-discovery and
provide, also, an excellent laboratory for the examining and the
experiencing of individual freedom and responsibility

5. Ability to understand the growth and learning process of children
and youti as well as of adults and to develop approaches which enable
learning to take place in self and others

6. Ability to formulate hypotheses, to evaluate, to study and to do
research

7. Ability to provide leadership thrcugh conducting a discussion, in-
terpreting ideas, solving problems, determining goals, conducting a
meeting, writing reports and papers, planning and organizing,
orchestrating people and ideas, delegating responsibilities

8. Ability to enable other adults tc become more competent through
consultation, counseling, confrontation, negotiation, and encountering

240
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9. Ability to function with the varied media such as using slides, video
taping, film making, and tape recording.

10. Ability to organize groups for task and training purposes, such &s
committees, seminars, workshops, institutes, and courses

11, Ability to use training techniques such as role playing, simulated
case studieq, growth exercises, and games

12, Ability to analyze particular matrices in terms o:r the total system
in which they are located and to use this information in providing
leadership for the particular matrix

13. Ability to administer the financial dimensions of a particular
organization in terms of its goals, budget preparation and control

1h. Ability to use both human and material resources, space, and
environment effectively

Functional Competencies

1. Such competencies to enable the leader to organize and administer a
school as:

a. ability to assist in planning for the professional development of
the members of a school staff, including the special needs of
paraprofessionals (with professional development here defined as
meaning systematically planned activities and processes that
promote changes in knowledge, techniques, and attitudes which
may improve the effectiveness of all members of a school staff)

b. ability to assist with the development of objectives and goals of
a school, to help plan a program to carry them out, to help
develop an assessment program to audit the school's accomplishments

c. ability to assist in establishing a close working relationship
between teachers, paraprofessionals, pupil personnel staff members,
and other ancillary personnel

d. ability to recruit and select comretent staff, including para-
professionals

e. ability to plan, orgenize, and execute financial, physical, and
management aspects of a sclool

f. ability to assist in planning, organizing, and participating in
staff meetings

g. ability to assist in interpreting the needs and demands of children
to the school staff, the administration, such as the Board of
Education, and to develop a leadership support system with adminis-
tration, teaching, parapiofessional and specialist staff

h. ability to assist in and racilitate the analysis of the climate
of the school, and interpret the implications to staff, parents,
and community

i, ability to provide enthusiasm, incentives, support, and encourage-
ment to embark on new courses of action and strategies of change

j. ability to assist in the development and implementation of a program
for staff development that provides an opportunity for school per-
sonnel to have experiences involving interaction and to gain some
understanding and awareness of themselves and how others perceive
them ;L}*
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2.

Me

Ne

ability to assist in the meaningful involvement of parents

ability to assist in selection of equipment and instructional

materials

ability to enable team relationship with teachers and paraprofessionals
to develop

ability to respond to specific needs and problems of the role, per-
formance, and training of paraprofessionals

Such functional competencies to enable the leader to work with teachers
and other instructional personnel as:

ae

b.

Ce

d.

f.

Be

h.
i,
Je

k.

1.

Ne
Oe

ability to work with teaching staff (including not only teachers,
but also paraprofessionals, counselors, specialists in various
fields) to increase understanding of the educational and social
dynamism of a changing American society and the role of the school
as both interpreter and catalyst

ability to assist teaching staff in gaining the general competencies,
appropriate skills and techniques, and understanding of fundamental
concepts of child development all of which are necessary to working
effectively with students and parents, individually and in groups
ability to assist teaching staff in diagnosing learning needs and
styles of children--which inv~lves understanding the learning
process itself and how learning styles and cognitive development
vary from child to child

ability to help teaching staff identify students with special

needs, strengths, abilities, interests, and concerns

ability to assist teaching staff with understanding and facilitating
particular learning modes for children such as dramatic play, use

of real situations, and other opportunities for first hand expere
ience

ability to work with teaching staff in enlarging the student's
understanding of his immediate environment and the surrounding world,
and in helping him achieve mastery of relevant cognitive and soclal
skills

ability to analyze basic approaches tc curriculum which teaching
staff utilize and to offer a wide range of alternative approaches
and resources to meet specific needs of teaching staff and children--
needs perceived by the teaching team or the leader or both

ability to demonstrate to teaching staff ways cof working with
children which seem appropriate to a given situation )

ability to provide teaching staff with materials and media for use
in teaching

ability to assist teaching staff with arrangements of room,
building, and other environmental elements for learning

ability to help teaching staff develop a professional library for
members of the school staff and to encourage effective use of such

a library

ability to work with a wide variety of sometimes reluctant adults

in the total school staff in order to minimize road blocks to
learning and maximize the inherent strengths of the individual child
ability to design and .arry out with teachers and other school per-
sonnel, training scgsions (workshops, seminars, courses, field
trips) related to staff development and career development

ability to utilize varied media for training purposes

ability to enable teachers and paraprofessionals to work together
effectively in the classroom
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P.

Qe

ability to assist teaching staff in involving resource persons,
including ancillary staff such as psychologist, social worker,
parent worker, parent coordinator, and nurse

ability to plan and execute program analysis designs and techniques
and use existing designs where relevant and to assist teaching
staff in being analytical about their own processes and programs
ability to elicit ideas and suggestions from teaching staff and to
give staff the feeling that it is worthwhile to make suggestions
based on previous consideration and frequent use of others' ideas

3. Such functional competencies to enable the educational leader to work
with the community, as:

3e
b.

Coe

Ceo

f.

Be

he

ability to understand, respond to, and share in the social dynamics
of a changing American society

ability to work with community groups and pressure components of
society

ability to help school personnel seek information about individual
children from parents so that they can devise a curriculum that
meets each child's needs and interests

ability to help school personnel foster a two-way flow of communi-
cation and interpretation between home and school so as to reduce
home-school alienation and avoid the negeative impact upon learning
which ensues when there are conflicting values and divergent childe
rearing practices

ability to help teaching staff and other school personnel assist
parents in developing realistic perception of their children's
development in relation to their potentialities

ability to help teaching staff and other school personnel interpret
test results to parents

ability to organize and conduct parent meetings, workshops and
interaction groups, and to help teachers and school personnel do

so also

ability to provide opportunities for school personnel to learn from
parents and to be involved in cooperative planning with parents

The degree tc¢ which an individual has any of the above competencies and
the priority system which one goves tp them are essential considerations.
Bank Street College of Education is beginning three projects which are to
deal further with the role definition of the elementary school principal as
an educational leader. The projects include components for defining func-
tions of the role, competencies for it, and implications for pre- and in-
service training for the role. As these activities progres: during the
next two years there will be a series of papers and reports issued to define
and verify further the components in the configuration.
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The Principal must recognize that education is no longer a decision-
making job for one man. He must utilize his staff and view his role as
the chief coordinator of a professional team. His functions are:

give guidance and inspiration to instructional staff

express confidence in their ability

insist on atmosphere of freedom

help release creativity wherever it appears

work with associates

have and share with the rest of the staff a genuine respect for
the professional status of classroom teachers

set up dialogue in which everyone can be heard

following expectations are essential for the principal if he is
effective job. He, in turn, must be considerate of his teachers.

time to do the job

understanding of the operation

knowledge of related cperations

experience

perspective to recognize ~roper relationships and impacts of
actions

facilities to do the job

knowledge of administrative pr ‘ncipals

independence in approaching prculems to the degree that he is
not limited to a great extent by policy, custom, and personal
factors

freedom to act as a trusted colleague with authority to use
independence

ability to act, to initiate action to be a go-getter with ability
probed in the firing line

Principals should:

1.

2.
3.
ho
5.
6.

Te
8.

be open minded; overcoming complacent attitudes and accepting and
fostering change

be fair and objective without overcompensating

be sincere, liking other people and accepting their differences
be considerate, respecting opinions and feelings held by others
be natural, not evas.ve or defensive

be ccnsistent, enforcing rules and regulations in a non-discrim-
inatory manner

be calm, not creating problems

be sensitive to needs of others, perceptive of possible reper-
cussions of actions

227
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9. make decisions zbout placement of pupils and support these decisions

until it is shown to be possibly harmful to the child

10. constantly evaluate, plan, and design the curriculum with faculty,
providing materials on intergroup relations for students and
teachers to promote social awareness and understanding

1ll. arrange for orientation sessions with the faculty and encourage
orientation of the student body _

12. realize that difference in values and backgrounds do exist and
keep these in mind when working with each individual

13. make decisions with the interests of the whole school in mind,
maintaining quality education as a major concern

1lli. establish a climate which recognizes the rights of individuals

15. be aware of school board policies, obtaining the support of the
board for administration policies

16. become well-acquainted with the community; open communication
pipe-lines into the community, learning community values and
feelings

17. Dbecome an expert in public relations

18. provide as many opportunities as possible for parents to visit
the school, letting them get to know the school staff

19. accept all as individuals, accentuating positive aspects of
human relations

)
2

~15
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Unpublished Mimeo, n.d.

AREAS OF COMPETENCE AND
STATEMENTS OF PROFICIENCY FOR THE PRINCIPALSHIP

A. Working Relationships with Central Office; Policy Development for the
District

1. The principal works with the school board, superintendent and central
office staf” in the defining, coordinating, interpreting, and imple-
menting the educational policy of the district.

2. The principal consults with central office staff on educational and
orgenizational matters.

3. The principal serves as a liaison between the school, the distyrict
office and the state Office of Education.

L. The principal collects and interprets statistical information period-
ically requested by the district office.

S. The principa provides the central office staff with the information
needed to clarify his position when complaints are brought against
his school.

B. Financial Management

6. The principal organizes, supervises, and manages the financial affairs
of the school.

7. The principal provides resources and money for the educational programs
of his school.

8. The principal makes resources available to the staff (for supplies,
money, equipment, etc.)

9. The principal is familiar with the p=ojected budgetary needs of his
scheol, including salary, operation and maintenance costs.

10. The principal knows the financial situation of hig school and analyzes
cost by student, grade, by total enrollment, by number graduating, and
by number failed or dropping out.

|

C. Community Services and Community Relations

11. The principal plans for an establishes public relations programs with
the commanity.

12. The principal mediates disputes between parents, teachers, staff,
and students.

13. The principal identifies the community forces that affect the operation
of +he school and the implications of those fcrces.

Q . ~y
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1. The principal ought to be capable of publicly supporting his
idealogical convictions as well as his opinions concerning the
problems confronting the community.

15. The principal cooperates with civic organizations, and maintains
good public relations with the communications media.

D. Pupil Personnel: Counseling and Guidance

16. The principal utilizes counseling techniques with, and sees to it
that guidance programs are provided for, students.

17. The principal encourages students to participate in developing and
implementing student programs.

18. The principal encourages and initiates studies that discover causes
for difficulties and failures experienced by students, and helps in
finding solutions for those difficulties.

19. The principal is an advocate of the students and communicates with
them regarding aspects of their school life.

20. The principal organizes and directs the work of the counselors, as
well as the orientation and social services of the school.

E. Student Activities

21. The principal organizes, administers and coordinates all the student
activities of kis school.

22. The principal evaluates the student activities program.

23. The principal determines and maintains standards for participation in
student activities.

2li. The principal develops and supervises the organization and functioning
of gtudent govermment.

25. The principal supervises the school's extra~curricular activities
(assemblies, sports, etc.).

F. Pupil Control: Discipline, Attendance

26. The principal defines responsibilities in an effort to achieve regular
attendance and control of the drop-out rate.

27. The principal establishes adequate control of the student body and
provides necessary disciplinary rules with the help and cooperation
of teachers, parents and students.

28. The principal maintains discipline, balanced with the normal func-
tioning of instructional and extra-curricular activities.

29. The principal develops relationships of mutual understanding witn the
students by demonstrating his interest in their welfare.

AVl
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30.

The principal maintains adequate communication with parents so that he
is able to communicate timely information to them regarding their
children.

G. School Plant'Oxganization and Control

31.

32.

33.

3h.

35.

The principal plans the school's educational program in accordance
with the available facilities and equipment.

The principal regularly inspects the grounds and buildinge
personally.

The principal efficiently manages and operates the plant and its
facilities, and supervises the custodial help.

/
The principal finds the means and resources that make possible
reasonable building maintenance; and he coordinates the plans for
repairs, additions, and remodeling.

The principal maintains a current inventory of the equipment, furniture,
and supplies of the school, and establishes and checks on a plan for
reasonable periodic inspections.

H. Auxiliary Services

36.
37.

38.

39.

4o.

The principal organizes and manages the cafeteria service.

The principal cares for the health of the students by encouraging the
organization and implementation of preventive medical services
(vaccination, others).

The principal cares for the physical well being of the students by
attempting to eliminate potential hazards and by organizing first
aid services.

The principal provides transportation services making possible regular
attendance.

The principal supervises and evaluates the auxiliary services of the
school.

I. Personnel Administration

L1.

2.

L3.

L.

The principal organizes, coordinates, and supervises both teaching
and administrative staff assignments.

The principal assists, advises, counsels and provides guidance to the
staff in their personal and school problems.

The principal identifies the needs and interests of the entire schoql
staff.

The principal regularly evaluates the teaching abilities of his
teachers

The principal develops and improves the staff by attracting and
retaining competent personnel. 2(7‘ 8
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J. Personnel Improvement

L46. By his own example, the principal stimulates and encourages teachers
to keep abreast of current educational developments.

L7. The principal encourages teachers to develop educational objectives
and to work toward concrete goals.

L48. The principal organizes, directs, coordinates, supervises, and
evaluates in-service training programs and summer workshops.

L9. The principal challenges his teachers to practice innovative and
- creative educational methods and techniques.

50. The principal supervises instruction by employing modern procedures
and techniques of supervision.

K. BEvaluation and Planning c¢f the Fducational Program: The Development of
Curricula and Instruction

51. The principal plans and evaluates the instructional and curricular
programs with the help of parents, teachers, and studsats.

52. The principal assesses the students' educational needs with the help
of parents, teachers, and students.

53. The principal provides opportunity, direction and guidance to his
teachers in developing curricula.

Sh. The principal plans for registration and registration procedures, and
for opening and closing the school year.

55. The principal sess to it that high levels of academic achievement are
maintained, and defines the standards and proczedures. for evaluating
the results of instruction in his school.

L. Research and Development Projects: Investigation and Testing of New
Techniques; Innovations and Change

56. The principal employs professional research techniques, interprets the
results, and applies the conclusions in solving the educational problems
of his school.

57. The principal develops long-range educational plans by involving parents,
teachers, students, and central office personnel.

58. The principal encocurages and supports educational research, especially
when teachers show interest.

59. The principal foments and supports experimental, educational projects
in order to prorote innovation and change in educaiion.

60. The principal organizes seminars, and similar activities, in order
to stimulate inguiry in his teachers in testing new learning and
teaching theories.

Q -«
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McIntyre, Kenneth E., "Administering and Improving the Instructional Program,"

Key Responsibility 1:

1.
2.
3.
L.

Key Responsibility 2:

Performance Objectives for Innovative Principals: Concepts and
Instruments. Atlanta: Joint UCEA and Atlanta Public Schools Pro-

ject, working papers, n.d., pp. 1-2k.

The principal develops school unit goals and
objectives to guide instruction.

The principal relatcs needs of students to school system goals
and legal requirements.

The principal defines goals and objectives that are unique to
the school unit.

The principal guides the development of instructional units to
implement unique goals and objectives.

The principal articulates goals and objectives for sub~-units
within the school.

The principal allocates staff personnel to ac-

5.
6.
Te
8.

Key Responsibility 3:

9

10.

11.

13.
1L.
15.
16.

Key Responsibility h:

complish instructional goals.

The principal defines job requirements for each position in

terms of instructional processes.

The principal assists in the recruitment and selection of personnel
for instructional responsibilities.

The principal assigns or reassigns instructional staff to optimize
conditions for learning.

The principal recommends staff members for re-employment, pro-
motion, or dismissal.

The principal allocates time and space to accom=
plish instructional goals.

The principal inventories the changing needs for time and space
for various instructional purposes.
The principal allocates time and space to various instructional

purposes.
The principal assigns students to appropriate spaces and time

units for instruction.

The principal develops and utilizes materials,
equipment, and facilities to accomplish instruc-
tional goals.

The principal inventories the changing needs for materials,
equipment, and facilities to accomplish instructional goals.
The principal allocates meterials, equipment, and facilities
to accomplish instructional goals.

The principal directs the identification and selection of
needed materials, equipment, and facilities for instruction.
The principal coordinates the redesigning of instructional
facilities to accomplish instructional goals.

The principal assists in the development or modification of
instructional materials that are not available commerciall.

L2
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Kev Responsibility 5: The principal coordinates supporting non-instruc-
tional services to accomplish instructioral goals.

17. The principal inventories the changing needs for non-instructional
services in order to accomplish instructional goals.

18. The principal organizes and coordinates the non-instructional
services to optimize the accomplishment of instructional goals.

Key Responsibility 6: The principal develops school-community relations
tc accomplish instructional goals.

19, The principal establishes communication with the school consti-
tuency for the purpose of assessing needs and setting broad
instructional goals,

20, The principal explains school and school district iustructional
policies and procedures and reports instructional problems and
achievements to the school constituency.

21, The principal provides an adequate system for reporting students'
performanced to parents, prospective employers, higher educational
institutions, and others.

22. The principal communicates to the professional staff at school and
district levels the feelings and desires of the school constituency.

Key Responsibility 7: The principal develops in-service training programs
to improve instruction.

23. The principal plans in-service training programs for teachers by
relating performance data to school goals.

24. The principal guides individual teachers toward selective par-
ticipation in in-service training activities.

25. The principal leads in-service training sessions for teachers.

26, The principal organizes and coordinates in-service training pro-
grams so as to make maximelly cffective use of personnel, time,
materials, space, and money.

27. The principal trains other members of the professional staff to
assume leadership roles in the in-service program.

28. The principal assesses the effectiveness of in-service training
activities and programs.

Key Responsibility 8: The principal assesses the needs of the school unit
and evaluates the processes and products of in-
struction in order to improve instruction.

29. The principal collects, organizes, analyzcs, and interprets data
concerning the performance of teachers.,

30. The principal collects, organizes, analyzes, and interprets data
concerning other-than-teacher influences on learning.

31. The principal collects, organizes, analyzes, and interprets data
concerning the performance of students.

32. The principal collects, organizes, analyzes, and interprets data
concerning former students.

) orra
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Melton, George E. and Stanavage, John, "Job Specifications for Principals,"
Education Digest, Vol. 36, No. 2, October 1970, pp. 25-28.

Areas of Concern: 1. Educational Leadership
2. Reappraisal and Restructuring of His Profession

I. The Principal is an Educational Leader

A, Guides and directs his staff and coordinates total educational
program within the school
B. Improvement of instruction; keeping instruction and learning
foremost in his own planning and making certain they are
central to all school deliberations
C. Adapts school's program and procedures to the requirements of
the individual student and is sensitive to the needs of the
individual teacher
D. Helps to establish and clarify short and long range goals which
are educationally sound and administratively feasible
E., Acts as a catalyst for innovative thinking and acting on the
part cof others in the school as well as suggesting his own ideas
for program, curriculum, and organization
. Accepts accountability for the overall effectiveness of the
school
G. Fosters sound interpersonal relationships among the students,
teachers, and administration
H. Skillful supervisor of instruction; organizing, developing
teaching staff
- building competent, balanced, professionally alert staff
through sound selection, orientation, and continuing in-
service activities; supervising individual teachers to
assist them in self-improvement efforts, evaluating
teacher performance on the basis of cooperatively deter-
mined objectives; nurturing staff leadership by providing
opportunities for professional growth

Principal is an Administrator

Assumes responsibility to help other school personnel in

clarifying objectives, identifying problems, establishing

priorities, developing strategies, and assessing progress

B. He must integrate into a meaningful whole the disparate efforts
of those who constitute the school.

C. Must possess the requisite authority to execute these mandates
of his office

D. Share decision making at various levels

E. Direct policy making at the building level and participate in
decision making at all other levels when the policies in
question affect his school's operation

F. Implement policy, accepting the responsibility, while sharing the
authority in whatever manner is within the best interests of the

school




III.

IV,

VII.

The Principal as an Interpreter

A. Explains school, program, philosophy problems to students,
staff, and community

B. Presents school to Central Office, Board of Education, and
colleagues so they can share in new developments

Principal is a Conflict Mediator

A, Responsibility for establishing climaté in school

B. Recognizes conflict may exist for promoting personal and
professional growth

C. Active part in negotiations

The Principal is an Educator of Educators

A. Shares insight with teachers

B. Resource person for teaching effectiveness

C. Knows balance, sequence, and degree of freedom for innovative
curriculum

Ombudsman

A. Advocate for those who question

B, Works sympathetically with youth, nonconformist teachers,
agressive parents

Professional

A, Continue professional growth--reading

B,
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Modify policies when he judges it desirable to do so or make
recommendations if the matter is not within his authority
Broeden the base of his decision making involving students,
parents, teachers, and citizens

The principal must be held responsible for the impact positive

or negative of the school on its students.

Organize administrative corps so assistant principals get
depth and breadth of administrative experience




Morphet, E. L. and Schultz, W. C., "Procedures for Identifying Persons with

l.
2.
3.

10.
11.

12.

13.

lho
15.

16.

Potential for Public School Administrative Posit. ns," ERIC
Research in Education. 1966, ED 010 088.

Criteria for a Successful Administrator (Interpersonal)

The administrator facilitates teaching-learning activities.

The administrator knows how to mobilize school and community resources.
The administrator strives to elicit the cooperation of the members cf
the community

a. motivating community members to cooperate with the school

b. communicating to community members knowledge of what they can
do to aid the school

c. allowing them an opportunity to cooperate

"The administrator strives to work out with each citizen a realistic

amount of time and energy to devote to the school, taking into account
the school's importance to the citizen in his entire life hierarchy
of values, the needs of the school that can be met by citizen partici-
pation and the rewards to the citizen for devoting time.

The administrator grants personal recognition for such communitj
cooperation.

The administrator must bring about a realistic cooperative: plan for
running the schools based on the educational and professional ability
of the school staff and the experience and special abilities of the
community.

The administrator creates in community members a realistic respect
for the competence of the schools and their personnel in accomplishing
the educational goals.

The administrator must be accessible to the community so that community
members can come to know the school and its personnel well.

A good administrative staff satisfies the operational needs of the
teachers in as convenient a manner as possible with as little involve=-
ment by the teacher as possible.

The administrator gives teachers and staff a realistic picture of the
actual importance and significance of their jobs.

The administrator allows the teacher and staff person to devote the
appropriate amount of time to his job without unnecessary interupticn
The administrator motivates teachers and staff to want to perform
their jobs with optimal efficiency, to guide them sufficiently to

help them obtain this competence and to allow them the opportunity

to use their abilities on the job.

The administrator assures that teachers have a realistic picture of
the actual importance and significance of teaching.

The administrator enables the teacher to know how to improve.

The administrator helps the teachers to like their school, job, and
colleagues.

The administrator makes clear to the teachers how they can best help
the school.
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1.

2.
3.

9.

10.
11.
12.
13.
1k,
15.
16.

17.

18.

19.

20.
2l.

22.

Task Effectiveness Criteria for a Successful Administrator

The principal has the ability to make sound, well-thought-through
decisions about all problems facing the administrator.

The principal uses school resources optimally.

The principal demonstrates the ability to support and facilitate the
teaching-learning activities through such procedures as budget bal=-
ancing, upkeep of school plant, coordination of activities, dissemi-
nation of information and selection of personnel.

The principal demonstrates knowledge of school law, school finance,
school building, history of education, and other subjects basic to
good decision-making in educational administration.

The principal maintains open communication channels for the expression
of opinion and feeling among school personnel.

The principal demonstrates openness to and encouragement of further
training and innovation in education.

The administrator should anticipate, recognize, and state clearly the
problems of the school system that must be solved in order to attain
the objectives of the school.

The administrator must organize his school unit in such a way that
problems are identified in sufficient time to mobilize the best
forces available to solve the problem.

The administrator conscientiously gathers all available information
relevant to solving the problem; he makes sure to hear all sides
before making a decision.

The administrator, when confronted with a complaint, checks into the
source of the assertion to determine its reliability.

The administrator is creative and imaginative in getting to the
reasons behind problems.

The administrator is flexible in being able to accept many possible
explanations or problems that arise in the school.

The administrator is creative in thinking of many approaches to
solving a problem in addition to the usual methods which he knows well.
The administrator considers all possibilities before choosing one.
The administrator is aware of possible effects of his actions or others.
The administrator is well enough informed about the total school situ-
ation to be aware of all the implications of its actions.

The administrator knows the goals of the school and has a clear idea
of which goals are more important than others--the hierarchy of edu-~
cational values.

The administrator is able to communicate the goals and objectives of
the school to the staff and the community

The administrator is not easily swayed by pressures that would inter-
fere with accomplishing the goals of the school; he sticks with his
convictions.

The administrator is not unduly rigid about adhering to his ideas

if the reality of the situation suggests change,

The administrator's decisions are reasonable in not being overly
conservative, safe nor unimaginative.

The administrator follows up his decisions to see if they worked so
that he can profit from this knowledge.

238
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b.
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d.

Morphet, E. L. and Schultz, W. C. (Cont.)

23, The principal maintains an effective system of communication:

teachers express their opinions and feelings freely

staff members discuss their problems and concerns freely with

each other

staff members know how people feel about the school and its
program

there is good communication between the teachers and other members
of the school staff

teachers are kept informed as to how their work is evaluated

the community and parents are kept aware of the accomplishments ¢f
the school and the students

the staff has a good knowledge of the feelings and opinions of

the children about the school

teachers and parents feel free to make suggestions for improving
the school

teachers are kept informed of central office policy changes
affecting the school

principal provides a high level of educational leadership:

there is constant evaluation of the total learning process
experimentation and new approaches in instruction occur reasonably
often

the staff's attention is called ito important and interesting
articles or publications

new ideas and information relating to education are regularly
discussed

high standards of academic achievement and learning are expected
of the students :

information is regularly available on new teaching materials,
aids, resources .
current events of significance and importance for the school are
regularly discussed

new developments in each subject area are called to the staff's
attention

released time is available for teachers to work on special
projects or ideas designed to improve the school program

239
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Myers, Mike; Phillips, David; and Nelson, John; "Head of the School, Three

2.

Speak," Special Education, Vol. 59, No. 1, pp. 6-9.

Competencies of the Principal/Performance Indicators

The head has the responsibility for general school organization

a. should consciously plan an organization structure through consultation
with staff

b. should be a series of procedures which are meaningful for staff and
chiildren which give the maximum number of opportunities for democratic
participation

c. set up comprehensive staff meetings where routine school business is
reported, school policy discussed and decided, child study forms an
important part of the agenda

The principal should ensure a democratic not autocratic organizatior. for
staff meetings.

The principal should be a .ource of ideas feeding in suggestions and
information.

The principal must welcome ideas and suggestions put forward by staff.
The principal sets forth the staff attitude toward learnmers.

The principal must recognize each staff member's right to a private life
and, provided that there is no action prejudicial to a child's safety, he

will not interfere.

The principal should ensure that there is some social grouping of children.

7 retey
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ivewbold, K. R., A Description of North Carolina Principals on Selected
Dimensions of Competence, Dissertation Abstracts, 1968, 28:

124, L857.

Eleven Dimensi-as of Competence
1. Intellectual Ability
2. Ability to Communicate
3. Judgement and the Ability to Make Decisions

L. Ability to Work with Others

5. Leadership Ability

6. Educational Philosophy

7. Dependability

8. Health

9. Content Background in Education and Administration
10. Teachihg Experience

1l. Content Background in Related Disciplines

\)4 f\h
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Nickerson, N. C., "Status of Programs for Principals," National Association

of Secondary School Principals, Vol. 56, No. 262, pp. 10-20.

Comperencies of Principals

1.

2.

9.

10.
11.

12.

13.

The secondary school principai should teach teachers how to concep-
tualize, plan, and implement change.

The secondary school principal should spend the greatest share of his
on-the-job time working with teacher: on the improvement of the
instiuctional program.

The orincipal should be sensitive and have some human awareness
training.

The principal should be well acquainted with the effects on children
of the socio-economic milieu in which they spend their out of school
time.

The principal should consider students a viable source of ideas for
changing the instructional program.

The principal should be responsible for delegating authority to
others for office tasks, such as bus scheduling, student discipline,
building scheduling, and extra-curricular activity organization.

The principal should initiate regular contacts with groups of
students to frankly assess the quality and relevance of the edu-
cational opportunity being provided by the school.

A major part of the principal's role should be active interaction
with community groups, interpreting the school's program to them,
and soliciting input from them.

The principal should delegate some supervision of teachers to
Department Chairmen or subject matter consultants.

The principal should be a facilities manager.

The principal should consider the teachers a viable source of

ideas for changes in the instructional program.

The principal should consider the students a viable source of

ideas for changing policies and operating routines of the school,
other than those directly related to the instructional program.

The principal should be well-versed and up-to-date in curriculum
developments and instructional technology.




Noak, J. R., "Leadership Roles in the Elementary School," ERIC Research in
Educationo 1969’ ED 0,47 3970

tem Classificetion System

A. Working within the profession

1, The principal visits area outside the school--e.g., other dis-
tricts, professional meetings, educational material displays--to
obtain new ideas for the buildinge.

2. Informs staff members of professional growth activities; e.g.,
workshops, Jjournal articles, university courses.

3» Participates in the local educational professional organization.

B. Working with the community

l. Works with parent in explaining the school's position when con-
troversial issues develop.

2. Determines when the community may use school facilities.

3+ Structures the school environment so effective teacher-parent
conferences take place. )

4. Helps to communicate to parents the importance of successCul
academic achievement in their children.

5. Fosters & cooperation atmosphere between staff members and the
parents of the community.

6. Clarifies the school programs to the parents of the community.

7. Writes news reports and articles to improve school-community
relations; e.g., district-wide and/or school publications.

8. Works with community-school oriented organizations; e.g.,
Parent-Teacher Organizations.

9. Maintains lines of communication with parents.

C. Working with central staff

l. attends board of education meetings and reports the proceedings
to the staff members.

2. Plans and organizes with the superintendent the most effective
means of passing a district referendum.

3+ Works with specialists~-e.g., social workers, psychologists,
speech therapists, etc.=-to plan more effective school programs
for individual students.

L. Participates with the superintendent on district-wide planning
and coordinating committees; e.g., educational advisory council,
educational policy committee.

S. Suggests to the superintendent school-building budget allocations
and priorities.

6. Represents the teaching faculty in collective bargaining nego-
tiations.

7. Functions as a "liaison" with the superintendent for individual
teacher grievances.

8. Recommends to the superintendent the necessity for employment of
non-teaching personnel; lunchroom supervisor, clerical help,
teacher aides.

280 213
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9.

10.
11.

12.
13.
1.

R. (Cont.)

Helps determine qualifications for selection of a new building
principal.

Explains to the superintendent why a given decision was made.
Creates a "climate" in which individual staff members are en-
couraged to try out new ideas.

Evaluates the work performance of individual teachers.

Orients new teachers to school policies, practices, and procedures.
Acts as a referee on a work-oriented problem; e.g., teacher con-
flict with parent, student, or other teacher.

D. Working with building personnel

1.
2.

3.

@w NN \nE
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10.

Assigns teachers to their rooms, students, progranms.
Coordinates school activities; e.g., programs, special services,
extra-curricular activities.

Determines conditions of work; e.g., working hours, arrangement
of sessions, free time.

Determines qualifications for selection of a new teacher.
Develops policies and procedures for the grade placement of
students.

Writes administrative and/or supervisory bulletins.

Plans, writes, and implements federally sponsored programs for
the school building.

Assigns non-teaching activities; e.g., school assemblies, money
collections, special lectures.

Suggests means for imp:oving the school's physical facilities;
e.g., recommending furnishings for a classroom, helping to
design an addition.

Determines working facilities; e.g., desk arrangement, location
of blackboards, number of tackboards, etc.

E. Supervision

Suggests an instructional method to make a lesson more effective
or remediates an individual pupil's learning problem.
Prepares, organizes, and implements school-wide curriculum
innovations; e.g., sex education, Initial Teaching Alphabet,
Afro-American history.

Modifies and adapts the district curriculum in terms of the
school's individual needs.

Proposes, organizes, and implements in-service and/or teacher
faculty meetings.

Proposes, organizes, and implements instructional innovations,
e.g., team teaching, learning centers, ungraded primaries,
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Onofrio, John E., "The Public ochool Principal in Terms of Today's

Classic

1.

2.

3.

L.

Leadership Expectations," ERIC Research in Education.
1968, ED 025 02L.

Dimensions of Highly Innovative Principals:

The principal clearly defines his role and lets his followers
know what is to be expected.

The principal exhibits foresight and accurately predicts out-
comes.

The principal speaks out and acts as a representativs of his
group.

The principal maintains a closely krit cvganization and resolves
inter-member conflicts.

The principal uses persuasion and argument convinecingly.

The principal regards the comfort, well being, status, and
contribution of his followers. )
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Peebles, James M., "Formal Procedures for Evaluating Principals," ERIC
Research in Pducation. 1973, ED 075 938.

Areas of Competence for Admiristrators

1. leadership
2. planning
. follow through

. organization

3

L

5. initiative
6. decision making

7. ability to motivate and develop

8. knowledge of competence in field and subject area

9. commnication with administrator's staff, with administrator's supervisors,
and with the public

10. human relations
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Phillips, Herbert E., "Crucial Requirements of the Principalship in

Georgia," Unpublished Doctoral Thesis, School of Education,
University of Georgia, 195k.

A List of Critical Requirements for Principals in Rank Order

A. Personal Characteristics

1.
2.
3.

L.

5.
6.
7o
8.
9.
10.
11.
12.
13.
1k,
15.
. 16.

assumes own responsibilities and blame

carries out his own duties, not allowing other jobs to interfere
never lets family or personal feelings influence actions or
decisions on school matters

gives freely of own time and money to help other people ard the
school

never uses his position to his own advantage or profit; is honest
keeps his temper under control

keeps habits and morals above reproach

tells the truthj keeps promises

uses tactj is courteous

never boasts or takes credit not his

follows own instructions

displays punctuality

is consistent in actions and opinions

considers in advance reactions to his acts and statements
presides skillfully at all gatherings

never gossips or listens to gossip

B. Relations with the Staff

l.
2.
3.
L
5.
6.
Te
8.
9.
10.
11.

12.
13.
14.

15.
16.
17.
18.

19,
20,

never criticizes or ridicules a staff member before other people
supports teachers in their delegated and rightful duties

works democratically with staff

treats staff members impartially

communicates effectively all information needed by staff members
gives teachers help, encouragement, &nd cooperation

handles dismissals in fair, dignified manner

respects and shows consideration for individual staff members
resolves individual differences among staff members

assists teachers to teach better

believes and supports teachers where there are differences with
other persons or groups

allows teachers choice of actions

helps teachers reach an understanding with parents

does not interfere with teachers' lives except where necessary
to best interests of the school

sees that staff members to their Jjobs

takes effective action or staff members who defy or criticize him
avoids placing staff members in embarrassing positions

never takes pupils from class or punishes pupils without consul-
ting teacher in direct charge

secures and tries to keep best teachers possible

promotes faculty social affairs
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2l.
22,

23.
2k.

25,
26.

delegates responsibilities to staff members

never admonishes all the staff for the misdeeds or mistakes of

a few

handles matter of supply teachers well

learns about staff members and thei: feelings without resorting to
unethical measures

handles cadet~teachers effectively

provides in-service training

C. Relations with Superiors

1.
2.

carries out the wishes of his superiors without protest
stands up to his superiors when necessary to the best interests
of the school

D. Relations with the Pupils

1.
2.

3.
L.
5.
6.
7o
8.
9.

10.
11.
12.
13.

takes effective actions on matters of discipline

shows genuine interest in and consideration for children as indi-
viduals and as part of a group

shows partiality to no pupil or group of pupils

helps pupils participate in governing themselves

uses group meetings to instruct or appeal to pupils

handles student protests and pressures effectively

learns about and keeps informed about pupils and their backgrounds
awards free lunches where there is a real need

never embarrasses a pupil by discouraging, ridiculing, or
criticizing him before others

engages in and attends activities of the pupils

makes friends, not intimates, of the pupils

settles differences to which pupils are a part

uses good judgment in granting permissions for social activities

E. Relations with Parents and Community

1.
2.
3.
L.
5.
6.

Te
8.
9.
10.
11.
12.

13.
k.
15.

16.

becomes a real part of the community

meets the need for recreation at times other than school hours
organizes parent groups or helps those already in existence
coordinates school and community efforts to help the needy

resists detrimental community pressures

provides means whereby community can understand the school and
its community

encourages community use of school facilities

provides means for personal contact between the school and the home
sponsors programs designed to bring parents into the school

calms irate parents

shows consideration for feelings of parents

assures school help and cooperation on all community projects and
activities

aids in resolving community disputes

provides needed classes for adults

helps parents understand their children and their children's
problems

keeps parents informed about their children on matters in addition
to discipline

d’}: S -
[ N )




2L9

Phillips, Herbert E. (Cont.)

F. Administrative and Supervisory Duties

1.

9.
10.
11.

12.
13.
lho
15-
16.
17.
18.
19.

20.
2l.
22.
23.
2k,
25.
26.
27.

provides an improved and extended school program, both subjects
and activities

operates school by securing advice and help of others

broadens school services; such as, lunchroom, guidance, audio-
visual

takes effective action to promote health, sanitation, cleanliness
considers only the best interests of the child in matters of grade
and room placement

promotes better school attendance

handles smoking problem effectively

provides proper supervision for pupils at all times they are the
school's responsibility

holds effective faculty meetings

approves use of field trips, audio-visual, and other teaching aids
deviates from established rules, policies, or objectives only when
best interests of all warrant

sees after the children's safety

takes a stand on school issues; for example, bonds and consolidation
considers classwork of primary importance

prcvides plans and organization for school programs, projects
maintains sensible athletic program

takes steps to protect the school in all situations

refuses to manipulate credits or order re-tests

stays on the job long enough and leaves someone in charge when he
leaves

makes sensible and workable rules for operation of the school
realizes importance of well-planned assemblies

carries out out-of-ordinary tasks to satisfaction of all
cooperates with other schools and people on school matters

removes bad influences from the school and its activities
promotes better church and Sunday school attendance

provides the best possible arrangements for exceptional children
places teachers in situations in which they can teach best

G. Business and Clerical Duties

1.

2.
3.

ho
5-
6-

Te
8.
9.
10.

takes whatever steps are necessary to obtain needed equipment,
supplies, buildings, materials

protects school property

accounts for money and makes such reports as will protect the
school and himself

improves the beauty of buildings and grounds

takes effective action to relieve crowded conditions
performs personal services necessary to better utilization of
existing facilities, materials

has existing facilities made more usable

shows good business judgment in handling school affairs
handles school store, concessions well

utilizes student help in office

b TN
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Rasmussen, Gerald (ed.), Reoort of the Program Development Committee, Los
Angeles: Calilornia State University, Department of School
Administration and Supervision, May 1972.

SCHOOL ADMINISTRATOR COMPETENCIES

I. Human Values and Skills

A. Intra-perscnal. Demonstrates the ability

1.
2.

to live with the ambiguities of change and conflict, and
the inclination to study his own mctivavions and actions
in their effect on others

as shown in the daily performance of his duties, to be

a person who has respect for himself and for all others
to be a person vwho possesses trust in others as an

_operational expression of faith

to be a person who has the stamina to make tough decicions
when necessary, and

willingness to pursue common goals, despite personal
reservations regarding them

to make ar honast attempt to evaluate himself, both
objectively and realisticaliy, and

disposition to iisten as a sincere expression of his
desire to understand

to be a student of himself, particulariy in regard to
personal values which shape his actions and decisions
to be a person who is deeply dedicated to serve the
goals of education in whatever capacity he finds
himself

to display emotioral maturity, particularly in stress .
situations

B. Interpersonal. Demonstrates the zbility to

1.

2.

develop an atmosphere conducive to personal development

and goal achievement of students and staff

perform effectively both as a leader and a participant

in group situaticns

involve relevant individuals and grcups in decision~

making processes and respects decisions so reached

develop an open climate in which dilferences of

opinion can be voiced freely and without fear of

recriminations

understand the hehavior of people as individuals

and groups based on the findings from the behavioral

sciences

respect the feelings and values of those with whom he

works

create interdependence among persons, particularly

regarding goals and agreement on means of achieving

them

motivate students and teachers t2 a high level of

learning and teaching through his leadership capacity

develop operational policies and procedures which

réflect a belief in collegial relationships, i
" . 351

respecting the professional staff as professionals s, ¢
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II., Technical Skills

A. Planning and Purpose-setting. Demonstrates the ability to

1.

2.
3.

develop population projections, interpret these
projections, disccver trends, and relate the informa-
tion gained to goals and purposes of the school

plan, utilize, and operate facilities so that they

best serve the instructional programs of the school
identify corrective needs consistent with the goals

of the szhool, and also to help others in the identi-
fication for development of relevant curricula experience-.

B. Communication. Demonstrates the ability to

1s

2.

5.
6.
7.
8.
9.

formulate both orally and in writing purposes, aims, and
goals for the school which are clearly understood by all
members of the school community

involve appropriate groups in the development of policy
statements which are clear, concise, and acceptable to
the school community

operate effectively in an environment of communication
saturation, exercising expert judgment, ordering and
selecting various communications with respect to their
urgency

develop channels for immediate feedback at all levels
of decision~-making, and to develop an atmosphere of
sincere willingness to receive and consider all
communications

create a climate conducive to group involvement in
effective problem solving

express ideas clearly, both orally and in writing
understand group dynamics, at least to the point of
performing effectively as a participant and a leader

in small-group situations

keep his mouth shut when appropriate and to listen
actively

recognize the necessity for the informal organization
and the role it can play in facilitating communications

C. Research. Demonstrates the ability to

1.

2e

3.

find research appropriate to a problem and to utilize
it effectively in seeking solutions to the problem
store and retrieve significant data and to utilize it
in planning, problem-~solving, decision-making and
purpose-setting

gather data and to utilize research in assessing the
overall health of the organization in order to Jmprove
the effectiveness of the organization
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D, Decision-making. Demonstrates the ability to

1. apply tesis of relevance, expertise, and jurisdiction
in identifying and pursuing problems involving shared
decision-making )

2. develop models or paradigms for decision-making and to
use them constructively

3. modify structural components in an organization to
maximize effective decision-making

k. support operational decision with sufficient resources,
commitment, and time to provide a reasonable base for
evaluation.

S. apply professional and/or hierarchical concepts of
decision-making as the situation warrants

6. seek information needed for decision-making and make
it available to those who shoculd have it

7. recognize that most of the crucial problems facing the
schools are ill-structured and complex--avoid, therefore,
simplistic and hurried solutions

E. Change Agentry. Demonstrates the ability

1. and inclination to seek change and improvement

2. to be aware of new developments on the growing edge
of education .

3. to understand the range of human motivational factors
relating to change v. stability.

. to assess orientation to change in a particular group

S. to utilize leadership skills in sharing control in
decision-making and implementation processes

6. to evaluate and reassess the results of change

ITI. Knowledge, Theories, and Concepts

A, Social Forces Affecting Schools. Demonstrates the ability to

1. identify those social forces which have the potential
to affect schools

2. determine which social forces are affecting schools
and to determine how these forces interrelate

3. analyze the motives and operational techniques of
the various social forces affecting schools

k. operate effectively with and to draw positive benefit
from the various sccial forces affecting schools

B, Organizational Structure. Demonstrates the ability to

1. assess organizational structure needs of a system,
subsystem, and/or component unit

2. develop appropriate organizational structure

3. develop operational policies and procedures for

orgenizations
E i?:‘ h. function effectively in an operation2l role within an
E organizational structure I 4
3 . g “ O\ O
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C. Curricuium Design, Implementation, and Evaluation.
Demonstrates the ability to

1. organize the administrative and teaching staff, together
with interested laymen and eXperts

a. for the identification and organization of
curricular objectives in view of their
implications for student behavior

b. for the determination of best curriculum
design and organization to accommodate
experiences, activities, units of work,
courses of study, study outlines, and other
pertinent augmentations for the attainment
of specified objectives

c. for the establishment of appropriate pro=-
cedures for evaluating progress toward
objectives and for making changes in
curricular content and organization

2. organize professional staff to formulate plans con-
cerned with the development of curriculum objectives

3. encourage lay and professional groups to promote clear
understanding of student growth and development and the
nature of the learning process

L. develop, with the staff, schedules consistent with the
curriculum objectives, individual student programs, the
efficient use of personnel and physical facilities, with
emphasis on the desirability of the resulting arrange-
ments from the viewpoint of effective instruction

5. provide requisite structure, organizational machinery,
time, and means for adequate instruction

6. provide ways and means for continuous experimentation,
for curriculum improvement, and for coordinate achieve-
ments by publicizing andhelping to focus attention on
immediate goals and on implementation of agreements
reached

7. clarify, coordinate, and summarize progress and dissem-
inate information to all concerned groups or persons

D, Systems Analysis. Demonstrates the ability to

1. understand the basic tenets of systems analysis as it
relates to public education

2. apply one systems analysis model (PPBS, PERT, etc.)
to school administration

3. instruct others in the use of a systems analysis model
in their discipline

E. Data Processing for Management Decisions and Effective
Operations. Demonstrates the ability to

l, See II, C, 3

';A =,
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2. utilize a knowledge of the various ways that data
processing can ke effective in school admiristration

3. communicate educational ideas to computer programmers
so that functional programs can be developed

L. be aware of the shortcomings and limitations of data
processing in school administration

5. react and interpret data presented in a computer
printout

F., Organization of Public Education in California. Demonstrates
the ability to

1. understand and operationalize the historical development
and current organizational structure of California's
public education

2. explain the state-county-local organization of public
education in California to patrons, staff members, and
students

3. cooperate and develop productive working relationships
with other components of the educational structure and
related public and private organizations concerned about
education

L. analyze changes in educational organization and to
interpret these changes to staff and public

G. School Finance. Demanstrates the ability to

1., determine the role of school financz in the districi's
educational program

2. determine the sources of scl.»l revenue

3. assist with the preparation of the school budget

L. administer the capital outlay program and to super=-
vise capiizl outlay needs

S. administer the school purchasing program

6. establish and supervise a system of accounting
involving school money and property

7. determine school insurance needs and to establish an
insurance program commensurate with the needs

H., School Law. Demonstrates the ability to

1., research sources of law as they relatc to the operation
of a school district

2. apply Jjudicial interpreta-.ion of substantive law to
school situations

3. keep school personnel, governing board, and pupils
informed of legal changes in school operation and
to operatinnalize these changes

Lh. provide the governing board with leadership essential
to its operation

ERIC ot
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provide leadership in establishing rights, duties,
and privileges of school personnel, pupils, and
parents

provide leadership in establishing rights, duties,
liabilities, and responsibilities of school personnel,
pupils, and parents

I. Pupil Personnel. Demonstrates the ability to

l.
2.
3.
L.
5.

6.
7.

institute and maintain a system of child accounting
and attendance

institute measures for the orientation of pupils
provide for counseling services

provide for occupational informaticn, placement, and
follow-up services

utilize the resoucces of the community and other
Juvenile agencies in providing pup:1 personnel
services

develop methods of dealing with pupil discipline
provide effective leadership in conferences involving
parents and the school

J. Staff Personnel and Contract Negotiations. Demonstrates
the ability to

1,
2.

3.
L.

5.
6.

7.
8.

provide for the recruitment of -certificated and
classified personnel

select and assign employees to their recpective
positions

develop an effective system of staff personnel records
provide for the formulation of employee personnel
policies

conduct meaningful negotiations with employees
provide effective leadership in reaching agreement
with employees

maintain effective communication with employees at
different levels

develop and operationalize a system for evaluating
school personnel

K. Materials, Resources, and Equipment for the Instructional
Program. Demonstrates the ability to

1.

2.
3.
b

organize the staff for the cooperative selection of
materials and for their procurement, storage, allo-
cation, and distribution

plan with the staff for the maximum use of materials
and resources indigenuous to the environment

provide for periodic evaluation of materials and ways
in which they are used

acquire knowledge of various types of teaching aids--
visual equipment, audio equipment, resource units,
educational trips, library and research materials,
and environmental laboratories (schools and systems)

Pite) 255
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5.

develop skill in locating, judging the appropriateness
of and in scheduling the uss and distridution of avail-

able equipment and materials

L. Physical Resources. Demonstrates the ability to

1.

translate educational programs and heeds into physical
resources required for effective implementation

a.- to describe the relationships between physical
resources ard the educational program
b. to list those physical resources which affect

the educational program

present an organizational procedure to administer
physical resources in a school and to give a rationale
for that procedure

understand and describe those factors important to a
building and grounds inspection

be conversant with recent and emergent developments
in educational media and to explain the educational
uses and values of each to the staff

participate effectively in considerations given to
planning educational facilities
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Redmond, J. F.; Elenbagen, Morton L.; and Gardner, Frank W.; "Certification

of the Principal, One City's Experience," National Association of
Secondary School Principals, Vol. 56, No. 362, pp. 88=9L.

Areas of Principal Competencies

1.

2e

3e

5.

The school principal must possess leadership ability, including the
ability to work with a team to create and carry out an effective edu-
cational program.

The principal serves as the catalyst in the introduction of new pro-
grams, and must be able to follow them through to fruitation.

The principal must be aware of the comwunity's needs.
The principal must be knowledgeable about curriculum development and
must know how to involve staff and community in developing the new

curriculum.

The principal must be aware of the developmental stages of pupils .
and the effect they have upon academic programs.

(}M.x,'
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Schilson, Donald L., "The Elementary Principal: Selection and Training,"

School Board Journal, Vol. Lli, April 1965, p. 66.

Essential personal and professional qualities of a principal:

1.

expresses mature judgement

possesses ability to work well with others
has leadership ability

above average intellectual ability
ability to communicate effectively

sound health or the physical stamina and ability to stand up
under varied pressures and demands

dependability

ability to express a philosophy of education that will provide
a framework in which the principles of American Democracy shall
be perpetuated in the school experiences of every child

academic qualifications for a teaching certificate

compassion for and understanding of children in their various
stages of growth and development

the capability to conceive and foster creativity in working with
children and adult colleagues
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Small, James F., "The Role of the School Principal in In‘tiating and .
Responding to Social Change," Performance Objec.ives for Innovating
Principals: Concepts and Instruments. Atlanta: Joint UCEA and
Atlanta Public Schools Project, working papers, n.d., ppe 1=59.

Sample Criteria for Rating of Principal Performance

Face to face questioning, following up on questionnaire data, could give
the team an opportunity to attempt to get a clear impression of the kinds of
qualities in a frincipal which can best be estimated by inference from flexi-
ble questioning rather than from a written question. They might be able to
rate the principal utilizing a number of criteria:

1. Awareness of critical factors determining his own role:

a. How well does the principal appear to sort out the multiple roles
and loyalties which place conflicting demands upon him in change
situations? Is he able to balance his obligations to respond to
the ‘needs of students, teachers, parents, etc.?

b. How well does the principal distinguish his perscnal opinions and
feelings from his professional posture? Is he capable of function-
ing objectively in situations where his personal convictions differ
from his professional obligations?

c. How capable is the principal of developing criteria for conscious
decisions as to the appropriate posture to make? Does he tend to
respond unconsciously or automatically or is he able to develop a
planned strategy? -

d. How aware is the principal of the factors influencing his perception
of the various motives which lead individuals or groups to advocate
change? Does he tend to stereotype groups or over-individualize his
interpretations of the motivation for change?

2. Diagnostic Skills:

a. How well can the principal differentiate dynamics which eminate from
different sources:

l. intrapsychic dynamics
2. group dynamics

3. interpersonal dynamics
L. interface dynamics

5. intergroup dynamics

6. social system dynamics

Does the principal treat all conflicts betweer black and white students
as racial conflicts? On the other hand, does he consistently seek to portray
all such conflicts as personal and not racial? Can he differentiate whether
disruptive behavior is related to (1) serving the individuul's need for
attention, (2) the individual's expression of the group's feelings, (3) a
personel conflict between students, (4) a conflict between racial, ethnic,
or religious groups, (5) a function of parental or community influence on the
child? Can he help teachers base their responses to problem situaticns on
diagnosis rather than assumption PN

A
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b.

What methods for checking out his diagnosis of the change situation
has the principal developed? Can he generate and test out multiple
hypotheses regarding the dynamics of the situation?

3. Effective Action:

a.

Can the principal generate alternative interventions for handling
change situations?

Can he develop criteria for distinguishing which intervention is
most appropriate?

Can he act effectively to influence situations?

How effectively does he create the context in which change can be
handled appropriately by the constituencies involved?

Can the principal develop strategies for the nature and timing of
his interventions which take into account the forces driving for
and restraining change and the current status of the change equi-
librium? Does he know when to push for change and when to work on
reducing resistance?

L. Effective efforts of at influencing the change climate:

Qe

Has he made efforts to establish a climate in which teachers,
students, etc., feel free to be open about problems or do most
people feel that they must keep problems out of the principal's
view?

Is there a climate in the school which legitimizes differing points
of view about change? What model does the principal's behavior
provide? Is he seen as (a) always anxious to change? (b) always
anxious to preserve the status quo? (c) wishy-washy? Is he able
to play the kind of professional role which does not encourage
faculty, students, and parents to see him as acting out of ideology
and therefore puts him into a position in which his leadership may
be acceptable opposing ideological factions?

S. Establishment of mechanisms for change:

a.

b‘

Has the principal helped to establish mechanisms for change and for
continual re-evaluation of the need for change?

Has the principal involved those who would have to implement signifi-
cant changes .n behavior in the planning or decision making regarding
the changes?

1 See Change Does Not Have to be Haphazard, Benne, Kenneth D. and Birnbaum,

Max, The School Review, Vol. 68, No. 3, 1960.
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c. Has the principal created mechanisms for involvement of constituent
groups in the change process which ensure true representation? Are
those involved, persons who are seen as leaders by the major com-
ponents of the groups they represent?

Note: In comparing data from principal and faculty, the team may then be in
a position to rate the principal in terms of the degree of effort he has put
into establishing the kind of climate in which change issues can be handled
effectively and establishing the necessary mechanisms for change. It can also
estimate the degree of success his efforts have met and the factors involved
in bringing about success or failure, e.g. faculty apathy or enthusiasm; the
model set by the principal as tending to help bridge differences or adding to
divisiveness, understanding or misperception of the motives of the principal
by the faculty or students or vicze versa, etc.

i
[ 8
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Southern State Cooperative Program in Educational Administration: Better
Peaching in School Administration. WNashville, Tennessee:
McGuiddy Printing Co., 1955, pp. 124-177.

THE SSCPEA COMPETENCY PATTERN IN EDUCATIONAL ADMINISTRATION

I. Critical Task Area: Instruction and Curriculum Development

1. DProvide for the formulation of curriculum objectives

a. Organize selected members of the professional staff to
! formulate plans concerned with the development of curriculum

objectives

b. Arrange for the participation of lay and professional people
in activities which will enable them to understand the
culture in which the school is located as well as its broader
national and world setting

c. Organize lay and profescional groups to promote clear under-
standing of cbhild growth and development ané the nature of
the learning process

d. Organize the administrative and teaching staff, together with
interested laymen and experts, for the identification and or-
ganization of objectives in view of their implications for be-
havior on the part of the pupils

e. Collect and make available to instructional staff and others
materials and information which are needed, including college
entrance requirements and state regulations

f. Make certain that time and organizational machinery and means
are provided

g. Summarize and coordinate progress in the clarification of ob-
jectives and disseminate information to all concerned

h. Provide an opportunity for lay and professional groups period-
ically to re-examine the objectives -

2. Provides for the determination of curriculum content and organization

a. Organize the administrative and teaching staff, together with
interested laymen and experts, for the formulation of learning
experiences and patterns which will induce desirable kinds of
behavior in line with objectives (experiences, activities,
units of work, courses of study, etc.)

b. Organize the administrztive and teaching staff, together with
interested laymen and experts, for the determination of best
curr’ ulum design and organization to accommodate experiences
described avove in separate elementary and secondary areas,
broad fields, all grades, activity programs, core curricula,
small versu: large blocks of time, selection of areas and
courses within areas

c¢. Organize administrative and teaching staff, together with
interested laymen and experts, for the estavlishment of
appropriate procedures for evaluating progress toward ob-
jectives and for meking changes in curriculum content and
organization

A,

-
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d.

3. Relates the desired curriculum to available time, physical facili-
ties, and personnel

L. Provides meterials, resources, and equipment for the instructional
program

Qe

b.

Coe

5. Provides for the supervision of instructiorn

Qe

b.

Co

6. Provides for in-service education of instructional persormel

Qe

Arrange ways and means for continuous experimentation and
curriculum improvemert and coordinate achievements by pub-
licizing and helping to keep attention focused on immediate
goals and on the implementation of agreements reached

Involve the staff in interpreting the curriculum by developing
a tentative schedule which shows the various activities in
relation to place, time, and staff

Make arrangements for parents and pupils to become fully
acquainted with the curricular offerings of the system

Make available a place, time, and staff for students to
express their preferences for school work in the form of a
schedule

Obtain from advisors statements of pupil demands expressed

in number and kinds of activities, courses, etc.

Develop with the professional staff a revised schedule con-
sistent with the curriculum objectives, individual pupil pro-
grams, the efficient use of the staff and physical facilities,
and the desirability of the resulting arrangements from the
viewpoint of effective instruction

Organize the staff for the cooperative selection of materials
and for their procurement, storage, allocation, distributionm,
and perpetual inventory

Plan with the staff for the maximum use of materials and re-
sources indigenous to the environment

Provide for periodic evaluation of materials and ways in
which they are used

Select a well trained supervisory staff which is commensurate
with the needs of the school system

Provide an opportunity for the teaching staff to understand
the nature and value of instructional sapervision

Establish opportunities for the supervisory staff and teaching
staff cooperatively to determine definite working arrangements
and relationships

Assist teachers and supervisors to plan, implement, and
evaluate measures for instructional improvement and provisions
for professional growth of the staff

»

Make provision for a meeting of professional staff to determine
in-service educational needs
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b.

Ce.

d.

Assist in the formulation of a planning committee to design
needid projicts (extension courses, workshops, intervisitation,
etc.

Implement the projects called for by providing time, space,
naterials, and resource personnel

Arrange for the interpreting of the in-service program or
projects to other professional people and laymen

IT. Critical Task Area: Pupil Personnel

1.

2.

Initiates and maintains a system of child accounting and attendance

a.
b.

Ce

d.

€.

Establish and operate a continuing school consensus

Determine the geographical distribution of children and predict
geographical shifts in population of children

Provide for recording all information concerning children ac-
cumilative file (sic)

Develop with the professional staff procedures for dealing
with attendance and enrollment problems

Analyze and interpret age-grade distributions in terms of
educational needs

Institutes measures for the orientation of pupils

a.
b.

c.

d.

Establish with the staff pre-school clinics

Provide orientation days to familiarize pupils with the buildings,
offerings of the school, the professional staff, etc.

Make provision for giving informatio: tc pupils and parents,
concerning the program and the activities of the school

Encourage orientation activities in homerooms and regular

classes

Provides counseling services

ae.

b.

Ce.

d.

e.

Make arrangements to obtain adequate counseling services

(staff, material, equipment, and facilities)

Provide an orientation of the professional staff to courseling
services of the school system

Arrange for consultant services to be used in the counseling
program

Arrange for parent contacts and the use of related services in
universities and colleges, public health departments, other edu-

‘cational institutions, private counseling clinics,-public em-~

ployment agencies, etc.
Provide for counselors or other advisors to work out tentative
class schedules with individual students

Provides health services

-

Form or utilize an existing health council or advisory committee
(representing the schools, health department, other official or

voluntary health agencies, medical and dental societies, parent

groups, etc.) to plan and propose health services policies
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Establish with the board of education medically and socially
sound policies concerning the health of pupils

Acquire (by employing or by cooperative arrangement with the
health department) competent medical, dental, and nursing
staffing capable of furnishing those health services designated
in school policy

Make arrangements with the professional staff to obtain physical
facilities, technical and clerical assisiants, and cperational
equipment and supplies

Develop a plan to interpret to the pupils, counselors, teachers,
and parents, the recommendations of physicians, clinicians,
dentists, and others

Make provisions to utilize the staff for developing anéd : iine
taining a healthy sanitary environment for instructionzsi «nd
other school activities

Make provisions with the teaching and medical staff for the
identification, functicns, responsibilities, and role-limitations
involved in proper handiing of injuries or illnesses occurring
during school hours .

Provide for periodic assessments of school health services in
view of established school board policies and the recommenda-
tions of health authorities

5. Provides for individual inventory service

Qe

b'

Organize and operate a definite, plammed program of individual
and group testing (educational, psychological, etc.)

Provide for the effective use of other techniques of individual
analysis (anecdotal records, school achievement, autobiographies,
socio-metric devices, rating scales, pupil questionnaijres,
teacher observation of appearance and behavior, screening tests
for vision and hearing, medical histories, physical and dental
examinations, etc.) :
Establish and operate an efficient system of individual cumula-
tive records

Arrange for the understauding and proper use of the inventory
by both the professionzl staff and the pupil

6. Provides occupational and educational information services

Make provision for contacts with public and private employment
agencies and other sources of occupational and educational
information

Arrange for systematic collection and filing of up to date
occupational and educational information

Make provisions whereby informational services can be available
Yo tezchers and pupils

Provide for adequate interpretation of information made available
through the information services

7. Provides placement and follow-up services for pupils

a.

Make provisions for determining employment and continuing
educational needs of the pupils in the school system
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b. Organize a staff and provide facilities for acquiring and meking
available to pupils information ccncerning placement

¢. Provide for periodic and systematic follow-up of schcol leavers
(drop-outs and graduates)

d. Assist the staff in organizing and interpreting follow-up data
for use in curriculum development

8. Arranges systematic procedures for the continual assessment and
interpretation of pupil growth (social behavior, academic progress,
physical and emotional development, etc.)

a. Determine with the staff and lay representatives the kind of
pupil appraisal needed and how it would be used

p. Develop with the staff and lay representatives complete plans
(forms, procedures, etc.) for pupil appraisal and reporting

c. Arrange for the plans for pupil appraisal and reporting to be
implemented by the staff (develop appropriate forms, explain
procedures, provide time, etc.)

d. Determine with the staff and lay representatlves the value of
the plan of appraisal and reporting to pupils, teachers, and
parents

9. Establishes means of dealing with pupil irregularities (critical
disciplinary problems, truancy, etc.g>

a. Develop with the professional staff and board of education
policies for handling various types of pupil irregularities

b. Arrange for consideration by the professional staff of the
types of pupil irregularities which occur and their impli-
cations for the educational program being offered

c. Arrange with the professional staff opportunities for dis-
cussion of policies and procedures in reference to the handling
of all types of pupil irregularities

d. Provide for the analysis of conditions in the community which
produce pupil irregularities and make arrangements with local
agencies to remedy or work toward the improvemeni of such
conditicns

10. Develops and coordinates pupil activity programs

a. Provide a clearing house (designate staff, facilities, and
location) for the pupil activity program

b. Provide for the dissemination of information concerning a
variety of staff and pupil activities in the form of ammounce-
ments and calendars, etc.

¢. Provide a means of relating the composite picture of pupil
activities to educational objectives of the school system
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III. Critical Task Area: Community-School Leadership

1.

2.

Helps provide an opportunity for a community to recognize its

composition (formal and informal groups, population character-
istics, socio-economic trends, economic base, power structure)
and understand its present social policy (directions, beliefs,
aims, objectives, operating procedures)

a. Work with lay and professional gioups on community-wide problems

b. Assist community groups to examine the working relationships
which exist in the commmnity

c. Assist community groups to characterize their social policy as
represented by ways of working and decisions reached

Assists a commnity to identify its potential for improvement through
the use of natural and human resources (climate, topography, number
of people, chamnels of communication, social agencies, institutions,
values, and beliefs)

a. Work with lay and professional groups on community-wide problems

b. Assist lay and professional groups to use people who have not
been involved in community activities

c. Improve the quality of working relationships in the community

d. Contribute a knowledge of human and national resources -

Determines the educational services (including curriculum, teacher
activities, etc.) the school renders and how such services are
conditioned by community forces

a. Stimulate lay and professional people to identify the educational
needs and problems which exist in the community

b. Work with professional and lay groups to determine concepts of
the role of the school, the educational program, and the entire
school staff

c. Asgist lay and professional people to determine the present and
future adequacy of the school program, with regard to the
community which the school serves

d. Determine with lay and professional groups how community tra-
ditions, mores, value patterns, concepts of role, affect the
school program

e. Report and interpret the data collected by lay and professional
people in terms of services rendered by the school, how these
services are affected by various community forces, and services
which will be needed in the future

Helps to develop and implement plans for the improvement of
community life (amelioration of race tensions, improving eqgial
oppo§tunities, reducing delinquency, better recreational facilities,
etc.

a. Sugeest ways in which community agencies could be used to
improve their ccumunity

b. Participate on invitation in the evaluation of other commuuitiy
agencies

c. Work with other agencies on request in analyzing their present
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purposes, procedures, and services in view of total community
involvement

d. Assist the commwnity to relate its plans and objectives to
democratic values

e. Assist the community to relate its procedures in solving com-
munity problems or in attempting to accomplish community goals
to democratic processes

5. Determines and renders services which the school can best provide
in community improvement with and through the cooperation of other
agencies

a. Invite lay and professional groups to re-examine the present
services of schools in view of the total community action program

b. Identify with the assistance of the staff and interested laymen
the contribution which the school can make to community improvement

c. Determine public expectancy and understanding of the school's
present and potential role in commnity development

d. Project, as a professional school group, the services which the
school is in a position to render

e. Propose to other agencies and groups the projected program of
educational services

f. Modify the school's proposal (if necessary) in light of other
group proposals

&. Shape up, and agree upon agency and group responsibilities
for community improvement

6. Makes possible the continual re-examination of accepted plans and
policies for community improvement with particular reference to
the services which the schools are rendering

a. Assist lay and professional groups to recognize the function of
evaluation in reference to achieving and redirecting commmity
improvements

b. Cooperate with community agencies in a continuous evaluation
of progress toward community improvement

IV. OCritical Task Area: Siaff Personnel
l. Provides for the formulation of staff personnel policies

a. Organize the staff to study its needs and problems

b. Accumulate, organize, and record with the staff information
which is needed as a basis for the formulation of staff personnel
policies

c. Develop statements which represent needed personnel policies
for consideration by the board

d. Assist the school board perform its function of establishirg
satisfactory personnel policies

e. Provide the board of educ: .on and staff representatives op-
portunities for periodic, cooperative evaluation of personnel
policies
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2, Provides for the recruitment of staff personnel

a. Obtain from training institutions and employment agencies
information about prospective teachers, supervisors, and non-
professional personnel

b. Maintain a record of prospective staff personnel according to
job specifications (teaching positions, maintenance require-
ments, custodial services, etc.)

c. Develop recruitment materials (brochures, tracts, etc.) to
stimulate the interest of capable people in the profession of
education and in affiliating with the system

d. Identify prospective employees through professional contacts

e. Provide prospective employees basic information essential to
making personal decisions relative to acceptance of employment

3. Selects and assigns staff personnel

a. Determine job openings and personnel requirements

b. Identify potentially qualified applicants for each job opening

c. Collect all pertinent information concerning each applicant

d. Analyze each applicant's qualifications in terms of job re-
quirements

e. Arrange contact with and orientation of applicants with possible
co-workers

f. Formulate and present recommendations to the board of education

g. Formulate with the board and interpret to the employee specific
employment agreements which are consistent with personnel policies

h. Provide for the assignment (or reassignment) of staff personnel
in view of the professional aspirations of the employee, the
opinions of co-workers, job requirements of the school.system,
and personnel policies

L. Promotes the general welfare of the staff (tenure, retirement,
insurance, sick leave, living conditions, morale, etc.)

a. Organize the staff to determine desired provisions relating to
their personal and professional welfare

b. Supply the staff with irnformation concerning possible personnel
benefits within the existing school system

c. Present staff recommendations to the board for possible policy
formulation or revision

d. Set up procedures for implementing policies concerning ypersonnel
welfare

e. Re-examine periodically with the staff and the board of education
the value and execution of staff welfare provisions

5. Develops a system of staff personnel records

a. Determine the amounts and kinds of information about employees
needed to execute personnel policies (length of service, certifi-
cation status, previous experience, job performance, etc.). Set
up procedures and staff organization for the continuous collection
of pertinent staff personnel data

b. Develop a system of cumulative personnel records and provide for
the continuous flow of information into the records
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c. Develop specific provisionz for the supervision and use of
personnel information contained in the records

6. Stimulates and provides opportunities for professional growth of
staff personnel

a. Work with the staff to stimulate a 3desire for professional
growth and to identify professional needs

b. Arrange with the staff the kinds of programs which they desire
to improve themselves professionally (in-service programs,
workshops, short courses, demonstrations, inter-visitation,
professional meetings, summer sessions, etc.)

c. Assist in making arrangements (leaves of absence, salary
increments, promotions, etc.) and providing resources (con-
sultants, materials, etc.) for various improveaent programs

d. Arrange for taking advantage of all outcomes from professional
improvement programs

V. Critical Task Area: School Plant

1. Determines the physical plant needs of the community and the resources
which can be marshalled to meet those needs

a. Assist commnity groups to recognize the need for safe, sanitary,
pleasant, functional, and efficient school plants to serve as
home and operational center for the community program of education

b. Lead staff and public to know the community through observation
and interviews, study of records and analysis of data which will
reveal both human and natural resources )

c. Organize a detailed study of school population through the use of
data through community agencies such as public utilities, local
and state planning bodies, Health Department, real estate boards,
zoning boards, the Chamber of Commerce, merchant's associations,
PTA, ete. .

d. Lead staff and community in organizing for the collection of
data such as complete census of school and pre-school population

e. Establish organization for continuing the study of pre-schoo
population :

f. Organize detailed studies and evaluztions of existing school
plant facilities through visitation and consultation with people
who use the facilities, the use of appropriate instruments for
determining quality and quantity of availzble facilities, the
objective analysis of existing facilities in the light of the
educational program, and use of special consul :ants as needed to
aid staff and commnity in study (architects, engineers, school
plant specialists, and others)

2. Develops a comprehensive plan for the orderly Jrowth and improvement
of school plant facilities

a. Provide opportunity for staff and interested laymen to review
da*ta from detailed study and evaluation of existing facilities
and to determine which educational needs are being met or can
be met by exisiing facilities

ERIC & - zey
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b. Prepare specifications of school plant needs in terms of the
estimated school age population and proposed program of edu-
cation

c. Assist the staff and community to study the entire financial
picture (tax structure, assessed valuation, levies, etc.) to
determine the availability of funds for school plant cunstruct.on

d. Formulate a comprehensive plan which will house the educational
program needed to meet future community demands

e. Lead the staff and commmity in organizing for continual re-
examination of the comprehensive plan in the light of the
developing community and the developing program of education

3. Initiates and implements plans for the orderly growth and improvement
of school plant facilities

a. Present to the board of education and recommend the adoption of
completed plans and specifications for alterations and reno-
vations of existing plant facilities and the construction of new
facilities which have been approved by the necessary governmental
agencies and various lay and professicnal groups

b. Present to the board of education detailed plans for financing
the desired alterations, renovations, and new facilities

c. Recommend to the board of education the employment of a
competent school architectural staff .

d. Present and interpret to the selected architect the educational
specifications which form the basis for the physical facilities

e. Evaluate the preliminary plans of the architect with the edu-
cational staff, board members, and community reprecentatives

f. Oversee actual construction, approving payments and minox changes
in plans with the consent of the architect

g. Approve the completed facilities in cooperation with the edu-
cational staff, board of education, and community" groups

h. Procure furniture and equipment with the assistance of the
educational staff, board of education, and community groups

i. Assist staff and community to understand that the purpose of
the school plant is to serve the educational program

jo Recommend to the board of education contracts to be awarded in
accordance with accepted practices

L. Develops an efficient program of operation and maintenance of the
physical plant

H

a. Survey with represertative maintenance staff the physical plant
to determine its maintenance and operational needs

b. Acquaint the board of education in the community with the
need for an efficient and economical program of maintenance and
operation )

c. Establish with the assistance of staff representatives a con-
$inuing schedule of maintenance operations (i.e., cleaning
and painting schedules, roof inspection, etc.)

. '>¢_;\T
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d. Develop with the people concerned and recommend to the boaxrd of
education policies which will govern maintenance and operational
procedures and the employment of approved maintenance personnel
(policies should include statement of responsibility for super-
vision of custodians, working hours, wage scales, employment
practices and standards, community use of school plant, etc.)

e. Set up with the staff a system for training personnel working
in school maintenance

f. Provide for the procurement, storage, distribution, use, and
evaluation of materials and supplies

&+ Make provision for periodic appraisal and the maintenance
program with those involved and initiate needed improvements
in maintenance

h. Assist professional staff in relating maintenance to the daily
work of pupils and educational staff

i. Set up an efficient method of cost accounting for maintenance
(This may be a part of a total system of cost accounting.)

VI.. Critical Task Area: School Transpertation

1. Determines school transportation needs and conditions (roads, location
of schools, etc.) under waich *ransportation services must be rendered

a. Prepare and maintain maps on roads in the school districts,
showing points to be served and conditions of roads at all
times

b. Develop forms and check lists in order to collect information
and keep it up to date

¢. Maintain cooperative working relationships with road officials,
state department of educatiu:. officials, district school prin-
cipals, local school and civic groups and interested individuals

d. Organize opportunities for the interests of patrons to be con-
sidered in the developmeni of transportation schedules

2. Procures equipment and suppliies through approved methods of purchase
- and contract

a. Identify the number and kinds of transportation units needed in
terms of pupils to be transported

b. Translate needed transportation services into number and kinds of
busses

c. Make arrangements for financing the tramsportation needs

d. Work with the board of education in following through normal
purchasing procedures, such as announcements of bids, selection
of bids, etc.

e. Execute the business transaction of actually purchasing and re-
ceiving the needed transportation units

f. Seek the advice and approval of the transportation consultant
prior to the conclusion of the business agreement in order to
see that specifications have been met

3. Organizes and provides an efficient system of school transportation
maintenance

a. Make provision for necessary transportation shops and equipment

Q
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which is needed to repair and renovate school busses

b. Acquire and organize a crew of mechanics who demonstrate their
ability to make basic repairs on transportation equipment

c. Provide a stockroom or warehouse of repair items so that main-
tenance can be conducted without delay

d. Initiate a system of "preventive" maintenance as well as system
of "repair" maintenance

k. Provides for the safety of pupils, persomnel, and equipment

a. Provide instru»tion and training of persomnel and pupils in
safety

b. Institute a program of inspection of transportation equipment
and performance

c. Formulate with community representatives and transportation
personnel a system of rules and regulations in accordance with
national, state and local policies

d. Provide materials which make personnel and pupils safety-conscious

5. Develops an understanding and use of the legal provisions under which
the transportation system operates

a. Obtain all the legal provisions under which the transportation
system operates

b. Distribute written information concexrning legal provisions to
personnel involved

c. Provide opportunities for personnel to raise guestions concerning
their understanding of these legal provisions

d. Enforce legal provisions concerning school transportation as they
affect equipment and personnel in the system

VII. Critical Task Area: Organization and Structure

1. Establishes working relationships with local, state, and federal
agencies to provide services needed by the school system

a. Identify and assess features of the programs of govermmental
agencies that may be utilized by or may affect the local school
program

b. TIdentify and interpret desirable services from government agenrcies
with emphasis on their relationship to the total school program

c. Establish sufficient organization and facilities to utilize prop-
erly all services available

d. Share cooperatively with these agencies the identification of
needs, definition of purpose, and development of plans for
needed services

e. Evaluate the effects of the various services in terms of the total
educational program and appraise also the arrangements by or
through which the services are made available to the school system

f. Make appropriate reports to local, state, and federal agencies
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2. Works with the board of education in the formulation of public
school policy and plans

a. Assist all board members to gain a clear concept of their role
in the program of public education, including their responsibility
for public formulation and their relationship to the administration
of public education

b. Assist board members in representing the entire school system

C. Assist new members of the board to become better acquainted with
their duties, responsibilities, and opportunities for performing
commendable and worthwhile services for the educational welfare of
the administrative unit

d. Promote a contiruing effective in-service training program for
board members

e. Provide information about the school program its needs, its
progress, and the possible alternatives for consideration by
board members, with ample opportunities for further explora-
tion, understanding, and reaction

f. Promote effective two-way communication channels among the board
members, the superintendent, the staff, school personnel, and lay
citizens regarding various phases of the educational program

g. Review periodically with the board the division of responsibilities
and duties in order to maintain effective working relationships

h. Interpret and implement the policies of the school board to the
school personnel and the lay public

3. Designates appropriate operational units within the school system

a. Coilect various data which are basic to the organization of a
school system (school-age population, educational program and
nature of the desired educational program, location of existing
scheol plants, etc.)

b. Develop with staff collaboration a plan for the organization of
the school system into appropriate operational units

c¢. Present the plan to the boa.d of education for their review and
approval

d. Organize the professional staff for initiating the proposed school
organization

Li. Develops a staff organization as a means of implementing the educational
objectives of the school program

a. Analyze with the professional staff the educational program in
order to determine those services which should be rendered

b. TIdentify with the professional staff the total responsibilities
and total amounts of services needed and group them into
functional job areas

c¢. Define the functions of each position and its relation to other
areas of function

d. Make available to all persons concerned an agreed upon statement
of poliry governing the organization of the school system,
indicating the divisions of respcnsibility and authority, channels
of communication, and procedures that are to be followed
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e. Mainfain continuea, .uorerative evaluation of the organizational
structure in terms or its value to the educational program

5. Organizes lay and prcicssi:nal groups for participation in educational
planning and othex educational a~tivities

a. Create an opportwnaty for lay and professional people to come
together in the interest of a2 program of education

b. Assist the groups to identify purposes which they desire to
pursue and to organize in terms of their purposes

c. Help such groups to clarify and understand their relationships
to official boards

d. Relate the work of grouvs to existing educational programs and
agencies

e. Assist groups to identify the sources wnich they need to pursue
their purposes and ale a contribution to the educational program

-

VIII. Critical Task Area: School Finance and Business Management
l. Orgenizes ths business staff

a. Determine with the board of education policies to govern the
administration of business affairs in accordance with legal
requirements and best practices

b. Determine the number and kinds of positions to be filled

c. Select staff members and delegate duties and responsibilities
to each

d. Coordinate and supvervise the activities of the organization

2. Determines sources of school revenues

a. Work with the board of education, professivnal stafi, and com-
munity in determining the educational needs and opportunities
of the school system

b. MTranslate the educationa! needs of the community into appropriate
financizl reguirements

c. Determine the amouri o be rzised from each possible souarce of
revenue

d. Make all necessary arrangements to insure that the full amoun?
of revenue is received from each source

3. PFormulatez a galary schedu

a. Organize committeez for study of the salary schedule

b. Give advice directly L. ihe committees and the board of education
on the abvility of the community to pay, present and prospective
cost of variocus provisions in a salary schedule, educational
implications of the various provisions, and means of insuring the
acceptance of the schedule

c. Make meports of the committees the basis of a recommendation to
the bozard of educatior. for a salary schedule
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L.

Prepares the school budget

a. Secure continuous zitudy by staff and citizens of educational
objeccives and the needs cf the community

b. Translate the educational program which is needed into cost and
determ ne priority in terms of the objectives of the schools

c. Determine what the community can and will support

d. Construct a budget with expenditures by function and rrvenues by
sources

e. Present the budget to the board of education for adoption and,
if necessary, to other authorities for apvroval and for tax-
levying purposes

Administers capital outlay and debt service

a. Determire with the board of education the funds necessary for
capital outlay needs

b. Determine with the board the methods of obtaining capital out-
lay funds

¢c. Determine with the board the funds necessary for debt service

d. Determine for the board cf education the legal requirements for
each--capital outlay and debt services

Administers school purchasing

a. Determine with the staff and board of education the policies and
procedures governing purchasing

b. Develop suitable forms for the administration of purchasing

c. Select and supervise the purchasing staff in view of duties and
responsibilities connected with purchasing

Accounts for school nmonies

a. Set up a system of accounting in accordance with standard
practice and with particular reference to legal requirements

b. Supervise the accounting of public funds and quasi-public funds

c. Report to proper state and local authorities and to the people
of the communit; 2% appropriate times

d. Recommend to the board of education for their adoption proper
procedures for auditing and bonding

Accounts for school property (buildings, equipment, busses, etc.)

a. Make and keep =2 continuing properiy inventory

b. Provide for the proper storage and safeguarding of school
property records, such as: deeds, insurance policies, building
plans, contracis, etc.

¢. Supervise all school propexty

d. Make periodical reports of staius of the school property to the
board of education snd to the people of the community

a5
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9. Provides for a school insurance program

a. Determine as fully as possible the insurance needs of the system

b. Determine the types and kinds of insurance suitable for the
system within the existing legal framework

c. Make necessary arrangements to obtain adequate coverage

d. Translate the insurance needs into appropriate financial
requirements

10. Provides a system of internal accounting

a. Determine the various sources of school funds

b. Work out with the board of education policies governing the
handling of internal accounts

c. Set up various types of forms to be used in accounting for
Jchool funds :

d. Delegate responsibilities for carrying out policies governing
internal accounting to appropriate persons
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Sprowles, Lee; Smith, Doyne M.; and Kenney, James B.; The Principal's

Profile (Sec. Ed.), Athens: University of Georgia, College of
Education, June, 1966, pp. 20-25.

Area "A" -~ Carrying Out the Role of Democratic Leadership

The Principal:

1.

2.

3.

o E

-3

O &

10.

11.
12,
13.
1L.
15.

16.
17.
18.
19.

20.
2l.

22.

23.

Leads individuals and groups in arriving at decisions on the basis of
factual analysis and interpretation of data.

Is effective in leading individuals and groups in discovering educational
problems which must be solved.

Works toward common understanding of the school's objectives and their
relation to problems which the principal, staff, and others concermed
have jointly set out to solve.

Helps to clarify thought by well-timed key questions.

Encourages and makes possible professional improvement on the part of
staff members.

Reflects credit on the school as he or she works professionally with
other principals.

Recommends policies to superintendent and board which will encourage
professional growth among teachers.

Establishes sufficient facts to warrant any proposed change.

Times changes and improvements to correspond with the growth and
educational thinking of *he community.

Plans a reasonable and practical program of improvement that can be
carried through to successful completion in a definite period of time.
Maintains emotional stability in all situations.

Is well-adjusted in home and community life.

Is a good listener.

Defends the school and its personnel against unwarranted criticism.
Accepts actions of individual staff members as being the responsibility
of the school.

Applies good techniques of public speaking.

Is a good conversationalist.

Is able to express ideas so clearly that there is little chance of being
misunderstood or misinterpreted.

Shows proficiency in the expenditure of time on necessary unscheduled
activities &such as visits by salesmen).

Provides time-saving equipment for school offices.

Organizes the school program and delegates responsibility so as to free
self from a multiplicity of routine administrative tasks.

Works with community organizations in promoting programs and satisfying
the needs of the students and community.

Lends the aid and influence of the school in the promotion of deserving
community projects.

Area "B" - Working Effectively with School Persommel

The Principal:
2k,
25.

Promotes recognition and discussion of state problems as they relate
to education. -
Promotes recognition and discussion of local nroblems as they relate
to education.
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26.

7.
28.

29.
30.
31.
32.
33.
3L.
35.

36.
37.

38.
39.
LO.
L1.
L2.
L3.

L.
L5.

LE.
L7.

L8.
L9.

50.

51.

Promotes recognition and discussion of national and intermational problems
as they relate to education.

Furnishes job applicants with information pertinent to the position.
Makes recommendations for the employment of personnel to the superinten-
dent of schools on the basis of their ability fo fulfill needs made
evident by careful job analysis.

Provides for continuous study of educational problems.

Organizes and makes use of workshops and other problem-solving techniques.
Considers college-bound students in designing the school program.
Considers students who will not attend college in designing the school
program.

Stresses democratic principles as fundamental in all phases of school
life.

Stimulates student participation in school activities in order that all
students are reached.

Includes in the school curriculum experiences leading toward understanding
and appreciation of the cultures and needs of the people of other nations.
Demonstrates willingness to make changes when needed.

Makes provision for continued evaluation of the school's instructional
progranm.

Gives suggestions concerning classroom methods whenever and wherever he or
she feels competent.

Uses classroom observation skillfully.

Designs testing program to determine pupil interests and abilities.
Provides an orgenized follow-up of students after they leave school.
Provides adequate counseling staff for the number of pupils enrolled.
Plans for the use of local resource people as a means of enriching the
educational program.

Maintains directory of community resource persons.

Organizes the school program so that it functions smoothly in the
principal's absence.

Develops an educational environment conducive to staff and pupil growth.
Encourages students to assume responsibility and take initiative in
carrying out school activities.

Encourages teachers to focus attention on the individual learner.

Places emphasis on the teacher understanding of child growth and
development.

Keeps the superintendent and board of education informed of the school's
activities, through reports, supplementary to those required by the
state department of education.

Makes use of information kept on school staff in determining duties
necessary for the proper ‘functioning of the school.

Formulates policies pertaining to record keeping with help of the school
staff.

Maintains records on present and potential employees.

Buys wholesale whenever it means an appreciable saving to the school.
Provides for systematic storage and distribution of supplies.

Stresses economy in the use of supplies and the respect forpproperty as
an important phase of the educational program.

Insists on adequate supervision of actual construction.

Uses competent architectural advisers (sic) in school building planning.
Includes teachers, parents, and pupils in designing the educational
program and projecting building requirements necessary for that program.
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60.
610
62.
630
6l;.
65.
66.
67.

68.

Provides adequate supervision for students while .oading, unloading,
and riding school buses.

Cooperates with agencies concerned with highway safety.

Keeps everyone concerned informed on laws regarding transportation.
Keeps informed concerning school laws of the state.

Keeps informed regarding the rules and regulations of the state board of
education and the state department of education.

Applies appropriate legal principles and uses fully the rights provided
therein for the advancement of education/

Orgenizes office work in such a way as to win respect of teachers,
pupils, and parents.

Fmphasizes the importance of prompt and accurate record-keeping as part
of the office responsibility.

Establishes policies concerning services to be provided by the school
office.

Area "C"/- Working Effectively With the Community and Its Organizations

The Principal:

69.
70.
71.

72,
13.
L.
5.

76.

7.
78.
19.
80.
81.
82.
8.
8.

86.
87.

Interviews commmity leaders to determine what they wish the school to do
for their children.

Carries out studies of public opinion concerning the school.

Stresses the importance of a philosophy which is appropriate in the
school community setting and yet does not overlook objectives pertinent
to state, national, and world needs.

Shows a working knowledge of the power structure of the community.
Demonstrates an understanding of the value system of the community.

Shows recognition of the crucial social problems which have been created
by the progress of science and technology.

Is skilled in leading the community in releasing its energies toward the
improvement of educational opportunities.

Invites parents and interested laymen in addition to specific represen-
tatives of the PTA to the school for the purpose of discussing educational
opportunities.

Promotes meetings ot lay people to discuss educucational needs of the
community.

Demonstrates the belief that one of the most effective ties between the
school and the community is the child.

Supports parent-teacher organizations and encourages teachers to take

an active part.

Analyzes and uses constructive criticism for the betterment of the school
and its program.

Promotes faculty-lay meetings to discuss community needs and the part

the school can play in providing for these needs.

Publicizes studies which show a need for major change in the educational
program,

Plans assemblies and other school programs around community problems.
Schedules school-community use of the school plant.

Encourages the community to make wide use of the school facilities within
limits of predetermined policies.

Publicizes the policies pertaining to use of the school plant.

Plans experiences designed to improve family relations as a part of the
educational program.
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88.
89.

90.
91.
92.
93.
9.

95.
96.

97.

Participates actively in community improvement projects.

Shows an understanding of all community educational influences which bear
upon pupils. )
Maintains an inventory of community natural and physical resources.
Maintains an inventory of community social organizations.

Sets up and uses whatever organization is needed to meet with lay people
for the purpose of evaluating the school's curriculum.

Sets up and uses whatever organization is needed to bring lay people
into the evaluation of the school's organization.

Encourages frequent evaluation of the school plant by community groups
with respect to the school's objectives.

Provides for auditing of all school financial records.

Provides for the keeping of accurate records of all school monies
received and spent.

Makes periodic reports to the superintendent and board of education
concerning the finances of the school.
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Competencies for the Principal

1.

2.

The principal is a facilitator of quality instruction.

The principal is an "educational business manager" coordinating activities
relating to the business aspacts of the school.

The principal is an instructional and curriculum facilitator.

The principal guides planning, assists in strategy development, assists
in planning teacher workshops, cocrdinates curricula for teachers and
parents to keep them informed of modern education.

The principal also functions as a resource person to his staff by
coordinating aspects of the curriculum which are his specialties.

The principal serves as a supervisor for other staff members.
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Tye, Kenneth A., "The Scheool Principal: FRey Man in Educational Change,"
National Associntim ot &-2cod-ry “chool “rinsipals, Vol. 96,

NOO 36!.', Fpo ?'l""ih'

Areas of Corn-lennn

A, Self Understanding
= Know yourself to tepgin plurning for organized change
B. OClimate to cr 2te best opportunity for stuff to perform tasks

1. Frincinal can attain pood relaiions with those he works with
2. Emphasize goal attainment

3. Principal can set the exumple for school

Lhe He can develop an espirit within the staff

C., Communication

1. Creates open, face-to-face patierns for ccmmunication
2. Is a good listener

+ D, Conflict Management

1, Principals should assict teachers in clearly dafining roles in
advance of actnal trial of any ncy venturs, including his own role

2. Solves all negative supressed cmflict ezrly if possible

3+ Recognizes ihat conilict may bring positive changes and can deal
with different points of view

E. Decision Making

1. Monitors instructional decisions made by teachers; sets proce-
dures to aid teacners

2. Serves as s facilitater for their decisior making; provides
time, space, and atmosphere when instruct nal decisions can
be made

3+ Acts as a tresnsactionazl agent betueen and among levels of
decision mzhing; infores Leachoers 0 ,olley decisions and in-
stitutionzl decisions which Infiuvence instructional decisions

L. Serves as a resource person ty knowing uhat informstion is
available, which consultan.z are approprizte, etc.

F. Stages of Planned Change

1. Principal movrs innovations forward and avoids resistance

%. Principal creates awareness in staff with articles, books, fiim,
speaker stimulus

3¢ Principal provides more informaticn when group moves to active
interest

4, Principal provides appropriate in-service Lraining through
utilizatior: of appropriate resource parsonnel

o S. Gives encouragemen! and serves us transactional agent/trans-

ERIC lating new program tc parenis, districi/other staff members
7
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G. Principal Creates Atmosphere for Scientific Froblem Solving

1. Identifies problem and relevance for group

2. Defining the problem, scope/implications

3. Considers altcrnatives for solution

L. Selects one alternative for testing/keeps record of results
5. Evaluates the results of test in terms of its success

6. Recycling
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Wayson, W., "Educating for Renewal in Urban Communities," National Elementary
Principal, Vol. 51, No. 6, pp. 6-18.

The principal mediates the goals of the organization.

The principal interprets law and policies governing the school.

The principal controls many of the rewards and much of the communication
in the faculty.

The principal makes many of the major decisions affecting instruction.

The principal influences most interactions with the community outside
the school.
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Yonemura, Margaret, "Research on Aspects of Leadership Roles in Early and
Elementary Educatior," Childhood Education, Vol. 48, No. 3,
pp. 163-166.

Competency Statements of the Principal

1, The principal engages his efforts in improving teaching at his school.

2. The principal contributes to the staff's professional growth, utilizing
the different skills to be found in a faculty.

3. The principal supervises his staff and helps teachers with problems
they view as major.

li. The principal balances the expectations, tasks, roles of the institution
against the individual's personality development and needs.

5. The principal acts as a change agent.
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Areas of Competence

l. The school's educational program

2. Extracurricular activities

3. Supplemental instructional services (i.e., remedial reading,
art, and music)

L. Students

5. Supporting services (i.e., bus transportation, school office,
cafeteria, and clinic)

6. Physical plant

7. Materials and supplies

8. Personnel

9. Athletics

10. Visitors to the school

Competency Statements

a. The principal should know and observe all state laws governing the
operations of public schools and the supervision of students.

b. The principal is responsible for enforcing provisions of contracts
with the School Board and employee groups; therefore, he must be
familiar with the ccntent of these contracts.

c. The principal must have full respect for students of all races,
creeds, colors, or academic or social standings.

d. The principal seeks an approach to enhance student self-respect
and allows teachers a voice when {heir interests are involved.

e. The principal must have complete authority to work as construc-
tively with student problems.

f. The principal is responsible for the safety of teachers, students,
and the physical plant.

g. The principal is an instructional leader responsible for improving
the teaching competence of the staff.

h. The principal establishes a ccoperative, stimulating environment
in his school.

i, The principal interprets the needs of the school to the central
administration, the school board, and the public.

jo Th. principal must have the freedom to adapt board policies amnd
administrative regulations responsibly to the situation and climate
that exist in the school.

k. The principal should meet the public courteously.

1. The principal should bring the community into the education process
and foster school programs and attitudes to serve the special needs
of the community.

m. The principal directs the resources and energies of the school toward
achievement of the district's educational goals.

n. The principal is a cooperative catalytic agent, working to divert
energies into constructive channels and keep school programs on course.

o. The principal should have the ability to lead.

p. The principal should deal with people by reason, knowledge, flexi-
bility, persuasion, and complete integrity.

q. The principal should oversee, expedite, coordinate, and improve the

o education of children in the school.

ERIC 3¢z
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The principal should have the freedom to experiment, make changes,
institute reforms, and innovate in school programs and procedures.
The principal should be kept fully informed on all use of school
facilities, with the power to deny any that would interfere with

the educational program.

The principal should encourage the faculty to attend conferences

to promote educational quality within the school.

The principal should regularly meet with faculty and other staff as
needed to improve school operations or implement district policies.
The principal should establish and carry out an on-going program of
supervision of instruction in the school and delegate responsibility
for other staff members qualified to aid him in this area.

The principal should have full access to any group testing results
or other educational data in which students are identified by school.
The principal should have the right to regular meetings with the
superintendent and the Board of Education which would give him a
voice in the formation of policies affecting operation of his school.
The principal supervises the building plant and makes suggestions for
any capital improvements, materials, or equipment being planned for
his school.
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APPENDIX H
R.0.M.E, COMPETENCY CLASSIFICATION MODEL
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APFRNDIX I
FLOWCHART FOR REWRITING EXISTING COMPETENCY STATEMENTS
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APPENDIX J
VERB LIST SYNONYMOUS WITH AIMINISTRATIVE OFERATIONS
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SUGGESTED VERB LIST SYNONYMOUS WITH ADMINISTRATIVE OPERATIONS

establishes procedures for
develops :

Communicates
exchanges information
provides information about
suggests

relays

communicates
encourages

provides

informs

tells

talks with

confers

recommends

Decides

considers alterndatives
concludes

draws conclusions
arrives at solutions
chooses

Jjudges

selects

differentiates
discerns

1. Collects information 5. Implements
observes initiates
reviews carries out
identifies supervises
gathers -facilitates
classifies practices
defines coordinates
delineates changes
obtains institutes
seeks stimulates
considers
Plans Evaluates

"structures assesses

maps measures

designs uses instruments
devises observes
organizes Judges

builds a model for compares

contrasts (standards/
' objectives)
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GUIDELINES FOR CLASSIFYING COMFETENCY STATEMENTS
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1.

GENERAL GUIDELINES FOR THE LOGICAL CLASSIFICATION
OF COMPETENCY STATEMENTS
USING THE R.C.C.M.

Identify one verb in the statement that most represents what the
principal is doing.

Match the significant verb (from step #1) to its logical adminis-
trative operation (synonym that best fits).

Define which thing, object, person, etc., is receiving the action
of the operation previously identified.

Define the major conceptual content of the statement.

On the basis of steps 1-4 above, classify the statement in the
appropriate section of the model.

Once classified, define general category of the competency re-
presented by the statement.

Assign the statement to the general category as a competency or
performance indicator depending upon the levels of designation
existing.
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APPENDIX L

CONCEPTUAL EXAMPLES OF FUNCTIONAL AREAS OF RESPONSIBILITY




CONCEPTUAL EXAMPLES OF FUNCTIONAL AREAS OF RESPONSIBILITY

I. Curriculum and Instruction

reviewing new teaching aids, instructional materials, educational
plamning for students, developing school curriculum, instructional
programs, teaching methods, testing programs, curriculum problems,
scheduling and designing classroom environments to implement in-
struction, designing buildings ’

II. Staff Personnel

staff utilization, positions and job specifications, personnel
information, employee benefits, professional problems, in-service
workshops, staff recruitment, orientation programs for new staff
members

III. Student Personnel

guidance services, pupil rights, pupil progress, student acti-
vities, (extra.-curricular and curricular) student personnel services
student grade placement policies, school rules, pupil orientation
meetings for new students, student discipline

IV. Support ement

governuent agency guidelines in planning specifications, cafeteria
school lunch program, scheduling of repair work, use of school
property, training non-instructional personnel, registration and
school calendar planning, transportation system, fire standaxrds,
distribution of supplies, emergency drills, auxiliary services,
health services

V. School-Community Interface

school policy statements, designs plans to involve community,
social conditions in relationship to student performance,
community census in planning program and building needs, surveys
and analysis to further educational goals, parent-teacher organ-
izations, public relations, organizations of lay/professional
community groups, adult education programs

VI. Fiscal Management

cost accounting system for repairs, tax structure documents, pre-
paring budget, salary schedule committees, accounting for school
funds, financial reports/statements, school insurance program,
legal budget considerations, determination of budget considering
district goals, staffing need projections
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VII. System-Wide Policies and Operations

passing district referendums, board recommendations for educational
goals and objectives, orientation of new board members, defining
school policies in regard to board of education, recommendations

to superintendent regarding new employees, utilization of district
specialists to implement learmer programs, attendance, teacher
grievances to board, central office operations, decision-making,
dismissal, tenure, transferring professional persomnel within

- the system .
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Thomas County Workshop
January 24-26, 1974
Holiday Inn

Thomasville, Ga.

Participants
Thomas County
Abbie Barnes - Elementary School Principal
J.H. Chapman -~ Elementary School Principal
Wallace Childs =~ High School Principal
John Clark - Director, Title I
E.R. Cone - Superintendent
Joanne Futch - Director of Research, Planning, and Evaluation
Bob Moore - Administrative Assistant
Harold Pullen - Assistant Superintendent

Sandra Schokley - Reading Coordinator

F. Wayne Smith - Elementary School Principal
Robert Waller ~ Elementary School Principal
Earl Williams - Junior High School Principal
Buddy Wisenbaker - Administrative Assistant

University of Georgia

Gene Boyce
Jim Cleary
Chad Ellett
Chuck Johnson
Dave Payne
Jonelle Pool
Ed Poole

Jim Stallard
Kay Williams

Consultanta

B. Dean Bowles, University of Wisconsin
Marvin Fruth, University of Wisconsin
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Thomas County Workshop

January 24-26, 1974
GUIDELINES FOR LEADERSHIP IN CONDUCTING NOMINAL GROUP MEETINGS

The Nominal Group of the program planning model is a meeting in
which a deliberate structured group process is followed to identify pro-
blems or to generate information concerning a topic from a target group
of individuals.! The structured process includes the following se-

uence of small-group activity: (a) silent generation of ideas in writing,
b) round-robin listing of ideas on flip chart, (c) serial discussion of
ideas, (d) silent listing and ranking of priorities (preliminary vote),

(e) discussion of vote, and (f) silent re-rank and rate of priorities.

This structured process is critical and is based upon sociopsychological
research which indicates this procedure is clearly superior over con-
ventional discussicn groups in terms of generating higher quality,
quantity, and distribution of information on fact-finding tasks.

The following step-by-step group leader format should be closely
followed in the meeting:

I. PREPARATPRY TASKS

A. Prepare meeting room. The meetings should take place in a large
comfortable room. Three large tables with five to seven chairs
around each table should be well spaced near three of the four
corners of the room. A large flip chart is placed at the head
of each table. (Sece diagram for meeting room arrangement.)

B. Supplies to be brought to site. Three flip charts or large
sheets of paper, three-by-five cards, nominal group forms,
three black and three red felt marking pens, masking tape,
pencils, coffee, coke for break.

II. LEADER"S INTRODUCTION (10 minutes)

A. Welcome. Leader establishes sincere rapport with group members.
1. Explicity reyusst complete cooperation and commitment to the
seriouspness of the task at nand. '
2. Theme of the meeting is ‘io be "problem minded," not “"sclution
minded." ' :

Make it very clear that participants must direct
attention to problems--pot solutions, gossip,
status, or position of participants.

B. Purpose. Statement of task: This is the question that all par-
ticipants are asked to respond to in the meeting. (Experience
suggests that the appropriate wording of the task statement is
srucial in order to obtain the focused response desired of
participants. Prior to the meeting, much serious thought re-
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garding the question, "What information do you really want from
the participants?", can guide the program staff in determining the
task statement.

C. Clarify task statement.
1. Pass out nominal (silent) activity forms. (The nominal ac-

tivity form statee the question each participant is to re-
spond to in writing.)
2. Reprat question--state that specific critical incidents are
desired.
3. Explain the kind of responses desired by useing an example
outside of participants' culture which they can identify with.
L. Resist further clarification. (To give further examples
will bias participants' statement of problems.)

D. Nominal group guidelines. To facilitate fullest participation
of all members of the group the nominal, or silent, group ex-
ercise will be used. "The process will allow each participant
an opportunity to do his homework."

1. Critical-incident responses should be written in short words
or phrases--not long paragraphs.

2. Each person will work silently and independently.

3. Again, stress that participants identify only critical-
incident problems, not solutions.

4. After the nominal group activity, each individual will be
given a chance to discuss what he wrote on his sheet of
paper.

S. Again, ask for cooperation and commitment to the task at
hand.

NOMINAL GROUP ACTIVITY (15 minutes)

A, Procedure. Request participants to begin writing on the
"nominal activity forms."

B. leader caveats.
1. Request participants to think more deeply if they have
finished early.
2. Use forceful and direct sanction to those who talk or
giggle.
3. State that people who have stopped writing are not to
interfere with others (not looking at the violator).

RECORDED ROUND-ROBIN PROCEDURE (30 minutes)

A. Assignments of group recorders. The group leader should act as
recorder for the group and write all ideas as presented by the
group on a flip chart. If there are more groups than leaders
request the leaderless groups to pick a recorder to write items
on a flip chart.

€.
1
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Procedure.

1. Request participants in the group to present the items which
they listed on their nominal forms--one item at a time for
listing on a flip chart. (The leader writes each item as
stated by the participant on the flip chart without worrying
about overlap. A showing of hands can be used to tally over
duplication. Bach item is numbered on the flip chart.

2. Ask participants when their turn comes to altermate columns
in listing items from the nominal activity form,

Leader caveats.

1. Group recorders should avoid categorization and redefinition
of items,

2. .Avoid discussion on items--gimply list items on flip chart.

3. A4sl participants not to talk out of tum.

L. A show of hands should be used to tally agreements.

DISCUSSION (15 minutes)

A.
B.

Ask group to discuss items on flip charts for clarification.
Do not collapse or condense categories.

VOTING PRIORITIES3

A.

B,

c.

Listing and ranking priorities (10 minutes).

1. Request each participant to list nominally on three-by-five
cards (by name and number) those items on the flip chart
he considers most important. One three-by-five card is
used for each item listed.

2. Request participants to rank their three-by-five cards in
order of importance. (Leader should "walk" participants
through the ranking process.)

3. Collect three-by-five cards, tabulate votes on the flip
chart, and share results with the group.

Discussion of ranked priorities (10 minutes).
1. 4Ask group to discuss this ranking of priorities.

2. Does everyone understand what is meant by each priority?
3. Are there any items on the flip chart that you think should
be included in the problem priority list? Why?

Re- ing and rating priorities (10 minutes).

1. Request each participant to nominally (silently) re-rank
(vy name and number) in order or importance those items on
the flip chart which he considers most important.

2. Ask each participant to nominally (silently) rate his
re-ranked set of priorities.

By the rating procedure, each participant is
asked to assign and write a value of 100 to
his most-important priority card.lt He then

0\,)
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assigns and writes values between O and
100 on the other priority cards in his
set 80 a8 to reflect relative differences
in importance between items.

3. The re-rankings and rating of priorities are collected and
need not be shared with the group.

VII. CONCLUSION (5 minutes)

A. Collect all materials used during meeting, including 1) flip
charts and flip chart sheets, 2) re-ranking cards (have paper
clips or rubber bands available to avoid mixing each participant's
priority cards with others).

B. Foll.w-up: The leader clearly states the reagson the information
was obtained in this meeting was to more-clearly understand client
problems (or critical issues of a problem area). Do not raise
expectations of participants to a particular course of action.

C. Participants are thanked, and the meeting concludes.




FOOTNOTES

a complete description of the program plamning model is found in
Andre L. Delbecq and Andrew H. Van de Ven, " A Group Process Model for

Problem 1Identification and Program Plamning," Joumal of Applied
havioral Sciences (Scptember, 1971).

2 complete treatment of the sociopsychological dynamics of nominal
and interacting groupe is available in Andrew H. Van de Ven and Andre
L. Delbecq, "Nozinal and. Interacting Groupe for Committee Decision-

making Effectiveness," Academy of Management Journal (1971).

3m specific voting procedure depends upon the degree of specificity
information desired from the group and the nature of the topic under in-
vestigation. If the topic is very general and only preliminary information
is desired, a simple listing of priorities is sufficient. If a more-
detailed understanding or priorities in order of impoxrtance is desired,
a ranking of priorities is recommended. Since the rating procedure im-
plies 2 listing and ranking of priorities, the rating process is out-
lined in the format. Necessary modifications for just a ligting or
ranking of priorities is left to the leader.

Upn exemplary rating form that may be used is attached to this
Leader Format.
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Problem Identification Form

List the organizational or environmental barriers and personal barriers which
you anticipate in assessing the needs and identifying the priorities in the areas of

health, education, and social welfare for the Spanish-speaking population of
Chicago.

Personal barriers (personal feelings Organizational or Environmental
and emotions which were barriers) Barriers :

&




3
Exemplary Rating Form

100 _ Most
important

—. Moderately
important

0_ Of no
importance
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PROPOSED CRITERTA FOR EVALUATING STATEMENTS
OF PROFESSIONAL COMPETENCIES

FOR TEACHERS
(Revised) January 21, 1974

1. The statement is a referent for a professional act which is Jjudged
by recognized authorities to be essential for a teacher to perform
acceptably if that teacher is to be considered an adequate teacher.

It is not a referent for:
-- How much the teacher knows.
-=- How well the teacher thinks.

-- How fine his personal qualities (dependability, conscientiousness,
courterousness, vigorousness, etc. ) .

-- A learning activity which he should carry out if he is to acquire
a competency.

-- A technical competency or skill which is necessary i he is to
effectively perform the professional competency.

2. The prediction of the statement uses an active, present tense, third
person singular form of a verb which depicts action.

3. The statement is so worded that it suggests the performance of a
teacher rather than that of a learner or some other person in the
learning environment.

li. The statement is general enough that it describes the performance
with sufficient breadth to allow the performer to carry it out in
a manner in which he is permitted to use his personal qualities

. freely. (It is not highly specific.)

5. When two or more members of the profession read the statement des-
cribing the competency, they tend to agree generally on the learning
objectives that the performance (if implemented) is likely to ac-
complish.
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Thomas County Workshop
January 25, 1974
Group 1

I. Difficulty of keeping lines of communication open at all levels

IT. Competencies
1. The principal keeps open lines of communication with his staff

1.1 Provides opportunity for informal and formal communications
with staff

2 (Conducts regular staff meetings

3 Communicates with other principals by attending regular
meetings

.4 Arranges for non-instructional staff meetings as needed

5 Disseminates general information to faculty through memos

6 Establishes and participates in reciprocal lines of com~-
munication to Central Office

2. The principal keeps open lines of communication with students

1 Arranges and schedules all school assembly programs

2 TUtilizes inter-school communication system for announcements
.3 Disseminates information through homeroom teacher

4 Makes himself available to students formally and informally

3. The principal keeps open lines of communication with community
and parents

3.1 Sends written communications via students to parents

3.2 Organizes and perpetuates P.T.0. activities

3 Actively participates in civic and fraternal organizations

as public relations to the school

.y Creates awareness of the school's activities in the com~-
munity through the news media

IIT. Incorporated into document
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Thomas County Workshop

January 25, 1974
Group 2

Problem: Proper understanding of and sensitivity to community customs,
pressures, mores, and power structures.

1. Identify and assess peculiar community ¢ .stoms, pressures, mores;
power structures. He wills

Survey history of community and recent issues -

Identify influential leaders in the community

Survey local business, religicus, legal, political, and social
organizations and agencies

peraparay'
w N =

2., BEstablish and maintain lines of communication with major community
forces

2.1 Contacts community leaders periodically

2.2 (Communicates school activities and achievements

2.3 Allows opportunity for:school persomnel to interact with com-
munity

2.l Brings community leaders into school

3. Periodically assess status of school with respect to commmnity ex-
pectations

L. Periodically assess changes in peculiar community customs, pressures,
mores, and power structures

5. Identify community customs, Pressures, mores,and power structures
which affect decision making

5.1 Periodically inform community leaders of pending and concluded
decisions

5.2 Develop alternative strategies for decision making to be re-
ponsive to community desires
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Thomas County Workshop

January 25, 1974
Group 3

Problem: Lack of good relationships with people with whom the principal
deals.

Must demonstrate ability to conduct a needs assessment
1.1 Will establish rapport

1.2 Will determine scope of needs assessment

Must demonstrate ability to clarify the values of the community

2.1 Will identify an instrument to gouge community values

Will demonstrate the ability to establish objectives

Will demonstrate the ability to develop strategies

Will demonstrate ability to determine best strategy

Will-demonstrate ability to implement

Will demonstrate ability to evaluate the effectiveness of the best
strategy
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Thomas County Workshop
January 25, 1974
Group 4

Consistently maintains an atmosphere which is conducive to learning

l. Maintains effective student relationships

1 «.. with faculty

2 +.: with one another

3 +.. with principal

L4 Clearly defines student responsibilities

5 Consistently enforces rules for student behavior

2. Maintains effective faculty relationships

2.1 .., with principal

2.2 ... with one another

2.3 «.. with students

2.4 Clearly defines responsibilities and exercises consistency in
his demands upon teachers

3. Maintains clean, comfortable, attractive physical facilities

3.1 Plans for the on-going improvement of facilities -
3.2 Provides fpr the comfort of students and faculty
3.3 Maintains an attractive plant and campus

3.4 Clearly defines custodial responsibilities

L. Provides an effective system for the procurement and utilization of
instructional materials

L.1 Provides for on-going evaluation of materials
L.2 Provides for tudgeting
L.3 Organizes for effective use -
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Thomas County Workshop
Janvary 26, 1974
Group 1

Problem: Poor organizational skills

Possesses and demonstrates the skills to organize effectively
1, Staff level (instructional and non-instructional)

Develop class scheduling systems

o1 )
.2 Chooses effective departmental leaders and delegates responsibi-~
lity

—-d aed

1.3 Schedules non-instructional duties for instructional personnel

1., Assigns teaching responsibilities

1.5 Organizes committees to facilitate effective operations in the
school

1.6 Organizes for in-service training and staff development

1.7 Provides for an effective operation for non-instructional
personnel

1.8 Provides for effective curriculu. planning which reflects com-
nunity needs

2, Students and community

2.1 Provides for student organization and extra-curricular aciivities
2.2 Extends studenv activities into the community
2.3 Provides for organization and involvement of the community

3. Principal effectively organizes his own time
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Thomas County Workshop

January 26, 197k
Group 1

Problem: Inadequate support from community and Central Office

Elicits support from the community and Central Office

1.

2.

3.

6.

Identifies community leaders

Oontactsl community leaders

Creates awareness in community of school's needs
Actively seeks input from community leaders

Actively seeks support from Central Office personnel in developing
the best possible programs within the constraints of the school
district

Establishes and participates in reciprocal lines of communications
to Central Office personnel
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Thomas County Workshop
January 26, 1974
Groug 2

Problem: Inability to make decisions
1, Ydentify and clarify decision to be made
1.1 Gather data from those impacted by decision

1,2 Project ramifications of decision to be made
1.3 Consider timing of decision to be made

2. Assign responsibility for decision making

3. Identifies alternative solutions

3.1 Assess previous related solutions

. Specify criteria for judging among decision alternatives

Lh.1 Assign weights to decision alternatives

S. Choose among decision alternatives

5.1 Apply decision-making techniques; e.g., decision-tree, PERT, etc.

6. Implement decision

7. Make follow-up evaluation of effectiveness and impact of decision
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Thomas County Workshop

January 26, 1974
Group 2

Problem: Lack of adequate evaluation methods and procedures in the system

1. Identifies data needs for decision-making activities
1.1 Surveys student evaluatin data needs
1.2 Surveys curriculum evaluation data needs
1.3 Surveys instructional staff evaluation data needs
1.4 Surveys facilities evaluaiion data needs

2. Establishes and monitors data collection system

2,1 Specifies data to be collected
3. Establishes and moni.ors data analysis system
L. Establishes and monitors data reporting system
L.1 Specifies who is to receive data

4.2 Adapts reporting form to recipients' needs

5. Interprets resulting data in light of decision
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Thomas County Workshop

January 26, 197,
Group 3

Problem: Failure to keep abreast of the latest developments and ability

7.

to adapt

Principal ident: fies the sources available

Principal estsblishes best source

2.1 Principal determines problem he is having

2.2 Looks at all gources

Analyzes information getting skills

Identifies ideas that cope with problems

Applies ideas

Evaluate the usefulness of the idea

Decides the best future course of action

Problem: Difficulty in reaching agreement on what principal is supposed

to do

Determines essential generic comptencies néeded by one to do the job as
perceived by others (superiors and subordinates)

AN
e 3
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Thomas County Workshop
January 26, 1974
Group L

Problem: Accountability without authority

Effectively controls and accounts for activities and situations ovex
which he has no authority

1.

2.

Identifies real seats of authority as opposed to formally structured
authority

Develops techniques for dealing effectively with situations over
which he has no real authority but for which he is held responsible

Maintains effective informal communications and understanding with his
superiors

3.1 Parsimoniously communications needs to his superiors
3.2 Sees and communicates cost factors involved in needs that are
presented

Modifies behavior of students and teachers by means other than
authoritative orders

Avoids "passing the buck" when his effectiveness is questioned with
regard to these matters

Finds ways for gaining real authority over matters for which he is
held responsible

6.1 Asks for clarification of authority
6.2 Gains confidence of constituency

Finds ways of having responsibility formally shifted to others in
matters over which he has no control

7.1 Recommends formal policy statements by superintendent and Board
of Education

7.2 Suggests to parents other recourses for correcting unsuitable
gituations

o~
FIY
Y
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Thomas County Workshop

January 26, 1974
Group L4

Problem: Should)be a change agent for innovation in the school (recep-
tivity

Exercises influence as a change agent for innovation in the school
1. Keeps abreast of recent developments in education
1.1 Reads professional journals
1.2 Attends professional meetings
2. Encourages experimentation within reasonable and clearly defined limits
by his faculty
2.1 Informally discusses new ideas with his teachers
2.2 Recognizes and praises creditable innovations by teachers

3. Budgets in a way that provides for innovation

4. Maintains familiarity with the instructional program in his school

4.1 Utilizes several types of evaluative techniques
5. Demonstrates ability to initiate change by informal means

6. Provides teachers and parents with prompt and meaningful infor-
mation as to the effectiveness of current instructional program
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The following is a prioritized listing of the goals Ffor Georgia as
ranked by business leaders, teachers and students in the Thomas County
community.

The Individual:
1. 1is able to listen, speak, read and write.

2. understands the effect of drugs, alcohol and tobacco.

3. recognizes that every man has the right to participate freely in
society as long as the rights of others are not violated.

L. has concern for his fellowman.

5. supports the free and voluntary exercise of religious choise.
6. has the desire to preserve the rights and property of others.
7. is committed to the values expressed in the Bill of Rights.

8. is atle to set personal goals. Understands himself - his abilities,
interests, values, aspirations, limitations.

9. understands and accepts the responsibilities and privileges of
citizenship.

10. mows how and where to seek employment and is able to apply for a
job and participate in a job interview.

11. respects and cares for the property of his employer and fellow
workers.

12. recognizes that work is necessary and desirable.

13, understands and accepts the relationship of rights to responsibility.
1}, knows how and where to obtain additional training and education.

15. takes pride in workmanship and accomplishment.

16. has the knowledge and skills for managing personal finances.

17. values and seeks sound mental and physical health through good
nutrition.

18. desires to acquire and maintain a healthful natural and physical
environment.

- onrey
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19.

20.

21.

22,

23.
2.
25.

26.

27.

28.

29.
30.

31.
32.

33.

35.
360

37.
380

3

practices responsible behavior when using public and private fac-
cilities.

has the skills necessary for further study or for entry directly
into the world of work. DPossesses the attitudes and personal values
that enable him to overcome adversity.

is able to communicate feelings, ideas and information.

understands freedom as the right to make choises within the frame-
work of concern for the general welfare.

knows and practices socially acceptable behavior.
understands the emotional and social aspects of human sexuality.

has a tenative occupational or careet goal and possesses an educa-
tional plan to achieve it.

has a personal philosophy of life.

possesses the attitudes and skills to pursue learning as a life
long process.

recognizes the influence of family and religious and community organ-
izations in shaping values in a changing society.

desires to improve the quality of life in the community.

understands and accepts the necessity and desirability of avoiding
discrimination in employment practices.

is able to maintain individusl integrity in group relationships.
is able to adjust to changing jobs and job requirements.

considers public office to be a public trust.

knows how, when and where to secure medical services.

understands and is committed to the processes and purposes of law.

understands the functions of public education in our society and
how it is administered.

igs able to make responsible decisions regarding the use of time.

is able to secure information from a wide variety of sources, to
analyze, to synthesize, to draw conclusions and to make decisions.




39.

L4O.

L1,

L2.
L3.

Lk,

LS.

L6.

b7,
L48.

L.

50.

51.
52.
53.

SLe
55+

56.
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nows and understands that the quality of mans life depends upon the
harmony that he achieves with his natural environment.

understands and exercises the citizens role in the decision making
process of government and politics.

values and demands the conservation and proper utilization of land
and other natural resources.

appreciates the beauty of nature.

has the knowledge and skills to be successful in meeting his needs
as a consumer of goods and services.

is able to act alone or to varticipate with others in recreat10nal
or leisure time activities.

possesses the ability and desire to use the learning resources of
the commmity.

is able to identify common gozals and cooperate with others in their
attainment.

appreciates the value of the occupations cf others.

understands the capacity of man to adjust to social and technological

change.

participates in recreational activities that can provide physlcal
fitness throughout life.

understands the structure and functions of state, local and national
government.

recognizes and values creativity as a basic human need.
respects the officers of appointed and elected officials.

possesses the knowledge, understanding and appreciation of his
heritage.

is willing to live in a racizlly integrated society.
¥nows ‘ arid understands workman's compensation, social security,
retirement systems, emp;oyment insurance and other empoloyee

benefits.

understands and values the functions, relationships and responsi-
bilities of labor and management in a free society.

3‘?’.9




57.

58.
59.

60.
61.

62.
63.

6.

65.
66.
67.

68.
690

79.
T1.

72.
13.
Th.

75.
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understands how technology can alter the natural and physical envi-
ronment.

understands human biological processes and functions.

is committed to the concept of accountability for the use of public
resources.

has knowledge and understanding of mathematics.

is familiar with a wide variety of occupational fields. Is able to
make constructive use of leisure time_in some avocational activity.

knows how to secure and use community services.

is able to identify desirable social and technological changes. Is
able to understand and tolerate dissent.

understands the social, economic and political implications of pop-
ulation growth.

has a knowledge and understanding of current political issues. ‘
knows and understends the concepts of taxation.

has the ability and desire to participate in community sexrvice
activities.

understands and appreciates the contributions of social, religious
and national groups.

is able to adjust to changing human relationships brought about by
geographic and social mobility.

understands the judicial system.

possesses knowledge and understanding of production, distribution, - *
‘and consumption of agricultural and industrial products.

understands the impact of science and technology on jobs and job
requirements.

understands the techniques to control social and technological

change. ‘

has an understanding and appreciation of the role of science in {
our society.

has knowledge, skills and a desire for life-long growth in areas of
his choice.




76.

1.

78.

19.
8o.

81.

82.

33k

has knowledge of the principle economic, social and political
systems of the world.

is aware of social, economic and political implications of tech-
nology.

seeks opportunities to participate in the governmental process.
has a knowledge and understanding of international relations.

uses one or more of the arts or crafts in recrecational or leisure
time activities.

possesses a knowledge of an interest in science.

is able to function as a follower, a co-worker and leader in work.

L9 1 S &
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KEY:

1 - Curriculum/Instruction

2 - Staff Personnel

3 - Student Personnel

4y - Support Management

5 - School-Community Interface

6 - Fiscal Management
T - System-Wide Policies and Operations

Goal #1: is able to listen, speak, read, and write.

Tasks a principal would need to perform to operationalize this goal:

1. Provides administrative leadership for and participates in school

and community meetings. (5)
2., Conducts individual and group conferences with teachers, parents, )

students, and community representatives. 5)
3. Interprets the purpose, function, and program of the school to the

public in both oral and written communications. 5
L. leads staff in establishing appropriate objectives at each grade level. 2
5. Reviews with staff extent to which objectives are being achieved. 2
6. Provide an appropriate languag. arts program. 1
7. Have qualified personnel conducting the learning situation. 2
8. Maintain the proper atmosphere conducive to learning. L
9. Knowledge of individualized approach to reading skill development. 1
10. How to keep a program moving which indicates a need to properly

analyze program weaknesses and strengths. (1)
1ll. Provide atmcsphere for feedback from students, parents, teachers,

and community leaders. (5)
12. Actively participate in PTA, county-wide civic and church

organizations. (5)
13. Aggressively seek out opinion of the community through conversation

(gossip from so-called power structure of community), newspapers,

local TV, and radio. (5)
14. Be able to plan a proper instructional program to promote a basic

understanding of the above in each student. (1)
15. Be perceptive enough to select staff people who can carry out the

program. 22;
16. Set up meetings designed to get staff and others input. 2
17. TUse recording equipment so he may cut in half his writing of routine

matters. : (L)
18. Design a personnel schedule which allows time to read, listen, and

plan and visit. ] 2
12, Provide in-service training in these areas. 2
20. The principal is proficient in counseling techniques. 3

21. The principal reviaws current professional literature and shares

this with his staff. (2)
22. The principal is proficient in the skills of composition and displays

these skills in the written communication associated with the

administrative duties. (2)
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23.

2.

25.
26.

27.
28.

29.

16

18
19.
20.
2l.
22.

23,

2l.
25.

26.

Plan and maintain adequate facilities to enhance the teachers' efforts
in providing instructional activities for listening, speaking, reading,
and writing.

To prepare or direct the preparation of purchase orders for materials,
meiia, and equipment to support the instructional program in these
areas.

Plan the use and assign the space in which the instructional activities
in these areas will be conducted.

Make periodic assessment of test results, records, and performances to
determine effectiveness of programs.

Take soundings of faculty and staff to judge needs.

Set up remedial programs where needed.

Assist faculty in developing guidelines, curriculum, obtaining
literature, develop plans for using, testing for evaluation, reviewing
literature and re-testing for the development of individual student
skills in listening, speaking, reading, and writing.

#2: understands the effects of drugs, alcohol, and tobacco.

Provides time in school schedule to bring in experts in these fields
to talk on subject.

Encourages PTA to have programs on this.

Teaches unit in Health on subject.

Interprets and implements Senate Bill #132 concerning prescribed courses
of Goal #2.

Encourages teachers to participate in Staff Development activities
related to Goal #2.

Makes available materials and consultants from the State Department of
Education in this area.

Secura resource people and materials.

See that all staff members understand the effects.

Initiate valid and appropriate objectives for each zge.

Not use to an excess any of the above himself.

Initiate an effective program of uses and abuses.

See that this program is effectively given to every student.

Conduct in-service sessions of the effects of drug and alcohol useage.
Arrange for field trips to appropriate institutions to observe the
effects of drugs, alcohol, and tobacco.

Assess current student needs.

Assist staff in developing an appropriate curriculum.

Have consultants explain the effects.

Use the police department and their drug display.

Utilize doctors who are more than willing to talk on alcohol.

Is knowledgeable of school programs.

Can discuss those items with community, staff, and students.
Constantly reviews school program and evaluates outcomes.

Organizing skills in pulling together enough data and proper techniques
to produce an effective anti-drug program.

Help teachers in reviewing literature, films, and data from HEW.

Plans for outside assistance, police officials, health officials,
doctors, and lawyers to speak to children on subject: Effects of
drugs, alcohol, and tobacco.

Allow students to question and discuss problems.
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27.

28.
29.

30.

31.

Goal

Incorporates instructional program units on the physical, mental, and
moral aspects of these.

Establish rules and policies to safeguard students against misuse.
Promote participation in activities that tend to develon wholesome
attitudes.

Directs the planning and programming of the instructional activities
to support the develooment of understandings relating to the effects
of irugs, alcohol, and tobacco.

Dire.ts the selection and acquisition of instructional materials and
media pertinent to the achievement of this goal.

#3: recognizes that every man has the rijht to participate freely in

society as long 25 the rights of others are not_violated.

1.
2.

11.
12.

13.
1k,
15.

16.

17.
18.

19.
20.
21.

22.
23.

Goal

1.

Realize that every child, regardless of ability, has a right to be there.
Provide learning situations that stress the.functions of society.

See that each child's rights are preserved, even through punishment.
Precept and example in his own conduct and life.

Involvement of staff in assessing student needs, selecting important
activities, and in implementing.

Meaningful involvement of students in school and classroom governance.
Exemplifies in his attitude and behavior related to all his admini-
strative functions.

Encourages selection and use of curriculum ma.ter:.als.

Provides opportunities for planning and evaluation of national, state,
and local goals of education.

Provides opportunity for any student to participate in any activities,
such as MR students belonging to 4~H Club or has the opportunity to
play basketball, etc.

Deals fairly and firmly in disciplinary matters.

The principal is proficient in counseling techniques.

Organizes and directs the planning of instructional and non-instructional
activities related to the accomplishment of this goal.

Organizes or directs the organization and implementation of student
participation in the governance of the school.

Assesses the need and assigns appropriate facilities designed to support
the need of students in participating in the self-governance of the
school.

Operate school as open society, allowing maximum opportunity for
participation and involvement.

Promulgates clear policies, rules, and regulations.

Eliminates policies of discrimination~--racial or other-ise--in school
academic as well as activities programs.

Works with teachers in development of curriculum.

Plans for instruction that encourages student thoughts and decisions.
He would need some knowledge in new approaches to curriculum
concentrating on the affective domain.

Design staff, siudent planning for school operation which allows this.
Know student rights and responsibilities and develop a policy.

#4: has concern for his fellowman.

Expresses empathy with problems of the "disadvantaged" in providing
constructive alternmatives.
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10.
11.
12,

13.

1.
15.
16.

17 .
18 []
Goal

1,
2.
3.

L!.o

6.
7.

8.
9.

10.

11.
12,

13.
1.
15.°

Participates in school-community service projects. (s5)
Recognizes achievements of individuals in school and community through
bulletin board, newsletter, etc., announcements, general assembly

programs, etc.

See that faculty shows concern for students.

Notice students who show concern for others.

Provide learning situations that stress socially acceptable behavior.

Treat each student alike regardless of race, creed, religion.

Spends time in community activities related to this goal.

Demonstrates this with staff relations concerns.

Sensitive to the needs of teachers.

Perceive the school through the eyes of students.

Planning skills, management expertise in curriculum development,
instructional leadership. (
Encourage teachers to teach the individual that our Constituticn and

Bill of Rights were drawn to guarantee every individual rights as long

o
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as they did not infringe upon the rights of another individual. (2)
Demonstrates his concerns in his daily routine activities as he plans

and manages the school program. (4)
Holds regular conferences with student groups to assess their needs

and attitudes toward the school and its programs. (3)

Holds zonferences with teachers and other school personnel to hear and
to encourage the demonsirations of their concerns for others in the

instructional program of the school. (2)
Survey the needs of the school community and initiate programs that

are intended to meet these indicated needs. 55;
Be aware of existing available social services. 5
#5: supports the free and voluntary exercise of religious choice.

Has or develops a school policy statement. 213
Supports and suggests programs and discussions on this topic. 1
Reviews hiring policies and student assignments regularly in this

regard. (2’3)
Be able to select teachers, students, and acceptable programs and

commnity people to get the job done. (2,3,5
Maintain religious freedom in the school. 1
Ofier a course in comparative religions. 1
Takes into consideration the religious beliefs of co-workers and

students that differ from the majority. (2,3;
Attempts to obey the Supreme Court ruling about prayer in school. (7
Respect the belief of students pertaining to the American flag,

National Holidays, Jewish Holiday, etc. (3)
Abides by Supreme Court ruling in administrative school policies and
procedures. §7;
Gives imnatus to objectivity in all schooli-community activities.

Participates in multi-denominational school-community programs, in addition
to the denomination of his own choice; avoids having seasonal activities
stch as Christmas, Easter, etc., to avoid exclusion and/or embarrassment

in negative manner. 5
Better use of community resources.

Discuss freedom of religion during staff meetings.

Directs the selection and acquisition of materials and media for

the instructional nregram in comparative religions. (1)
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12.
13.
15.
16.

17.
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10.
11.
12.
13.
1h.
5.
16.
17.
18.

Allows students freedom to participate in any approved religious oriented
programs.

#6: has the desire to preserve the rights and property of othners.

Holds to the belief that students are innocent of misbehavior until
proven guilty.

Makes sure the accused is given a fair hearing involving his misbehavior.
Mark all books and property so that it can be recognized.

Involvement of students in establishment of student rights.

Involvement of students in establishment of code of students.

Is fair, firm, and consistent in handling students.

Helps staff develop and gives leadership to school policy.

Takes strong positions regarding equal rights protection.

Makes statements on property rights and sets regular reviews by staff
and students.

Devise system of strict accounting by students for school's issued
books, etc.

Foster programs where students work on teams--in class, and other
activities. '

Conduct in-service sessions on the basm econonic structure of the
United States.

Gather facts that describe the local economic structure.

Discuss the alternatives to the present economic §tructure.

Plan the use and maintenance of facilities to properly house and secure
the property of individuals in the school.

To plan and program instructional activities to teach a respect for the
rights and properties of others.

To plan and maintain appropriate security measures as a demonstration
of the concermn of management for the property of others.

#7: is committed to the values expressed in the Bill of Rights.

Tries and insure all students that they are created equal under school
rules and regulations.

Holds weckly faculty meeting where there is an exchange of ideas.
Provides leadership in curriculum development.

Applies this in relationship to study group and PTA activities.
Utilize these rights when dealing with the community.

Maintain due process in the school.

Encourages and recognizes staff's individual initiative.
Establishes positive chamnel through which students can voice their
feelings and concerns.

Operates school as a miniature society through democratic leadership.
Supervises in-service programs re.ated to Bill of Rights.

Designs, with the help of teachers, special program for the school.
Uses service organizations within the commmnity.

Designs a Bill of Rights for students (cooperatively).

Establishes policy and procedure for grievances.

Sets aside principal time regularly to hold discussions.

Establish programs that will do this.

See that every student gets the message.

Direct the planning and programming of an instructional program to
teach the origin and meaning of the Bill of Rights.
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19. To plan, use, and maintain the appropriate facilities for teaching the

meaning and understanding of the Bill of Rights. (1)
20. The principal should be familie: with the contents of the Bill of
Rights. (2)
21. Stress the origin of the Bill of Rights in appropriate social studies (1)
units. 1
22. TFurnish strong positive leadership and only mild control in student
publications. §3§
23. Emphasize responsible behavior in free exercise of "rights." 2
Goal #8: is able to set personal goals. Understands himself--his abilities,
interests, values, aspirations, limitations.
1. Makes guidance and counseling a part of the curriculum and involves
total staff. (3)
2. Clearly states his personal goals for the principalship. (243,14)
3. Delegates clearly tasks better done by others. (2,4)
4. Gives leadership to student self-evaluation, career planning, and
guidance program emphasizing this. 23)
5. Good staff relations in planning worthwhile activit.es. 2)
6. Understanding of community values, norms, etc. (5)
7. Assist teachers, counselors, etc., in providing literature, observations,

and data that will help the individual to see, find, and know himself,

his drives, aspirations, find ways and means of reaching goals. gz
8. Attend workshops, continues his education by attending graduate school. 2
9. Select teachers who are able to do these things. 2
10. Allow students to accept some responsibility for their learning. 3
11. Delegates responsibility to Department Chairmen. 2
12. Provides for student input. 3
13. Evaluation by parents as well as students. 5
1. TLead faculty in search of self-evaluation. 2
15. Allows latitude on part of student in selection of program. 3
16. Conduct in-service sessions sharing human relations material with staff. (2
17. Directs the planning and programming of instructional activities that

will encourage pupils to understand themselves and to set personal gozls. (
18. Directs the selection and acquisition of materials and media that will

enhance the accomplishment of this goal. (L)
19. Plans and directs the use of facilities that will enhance the oppor-

tunity provided for students to explore their interest and to test

their abilities as well as to understand their values in relation

to others. (3)

Goal #9: understands and accepts the responsibilities and privileges of
citizenship.

1. Takes an active part in community affairs. §
2. Sets an example to the community by his actions.
3. Takes a positive stand on community affairs and is able to back up
his position.
L. Allows 21l students to operationalize citizenship skills.
5. Encourages revision in social studies curriculum.
6. Encourages optimum participation of the student council.
7. Provides student opportunities for mock legislative groups, attendance
and participation--state and national legislative trips, related
social studies field activities, etc. * 53)
8. Reward student demonstrations of good citizenship when they occur.
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9.
10.

11.
12.

13.
1h.
15.

16.

17.
18.
190
20.
21.
22,
23.
24.

Demonstrate good citizenship and expect same of faculty.

Implement law and order in school and explain the necessity of obeying
laws.

Provides an opportunity for all teachers to vote.

Encourages teachers to participate in local politics and avails himself
to iocal politicians.

Plans and directs the implementation of an instiuctional program that
teaches the razsponsibilities and privileges of citizenship.

Directs the preparation of purchase orders for the acquisition of
appropriate materials to be used in the program.

Plans and assigns the use of appropriate space for both the instruc-
tional program in this area and the practice by students in exercising
their responsibilities and privileges within the school.

The principal should stress the role of the individual in a democracy
during staff meetings.

Circulate appropriate literature among the staff.

Organize appropriate dramatic productions using citizenship as a theme.
Provide as much as possible opportunity to vote, hold office.

Punish fairly for rule infraction.

Commands respect of faculty and students.

Sets aside time for citizen role in commnity.

Knows how and provides for student government and participation.
Supports school time and programs for this goal.

Goal #10: knows how and where to seek employment and is able to apply for a
Jjob and participate in a job interview.
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11.
12.

13.
1L.
15.

16.

17.
18.
19.
20.

21.

Supports and understands career education.

Knows how to and supports programs for education credits in this area.
Plans flexibility in schedule so students may work and gain experience.
Recognize need for students to possess skill.

Provide such experience in the curriculum.

Involvement of community.

Works with curriculum director and staff in planning curriculum.
Offers wide curricular offerings.

Help counselor, librarian, and teachers procure data on all jobs
available in community, what each job requires.

Visit labor department for information, invite businessmen to talk with
students.

Offer cooperative work-study programs.

To collect data from local State Employment Agency concerning
employment.

Reads local and state papers on employment.

Prepares and makes available personal and professional data.

Give assistance to teachers and students concerning employment
opyortunities.

Include vocational information in the instructional and guidance
program.

Emphasize career education and vocational programs.

Include business English for those not preparing for college.

Gives personal supervision to this important part of the curriculum.
Plans and implements a program for pupils to work part-time undex
school supervision.

Provides a program of job placement as a part of the school's re-
sponsibility in this area.
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22.
23.
2h.

\o o~ O\
*

12.
13.

1.

15.
16.

Organize staff field ctrips to various community business organizations. (2,53
Gather factual information on the local job market. (3
Encourage the presentation of job interview skills by the faculty

to the students. (2,3)

#11: zrespects and cares for the property of his employer and fellow workers.

Set an example by protecting school property.

Sponsor projects that add to attractiveness of school.

Require that students respect property of other students.

Formulates cooperatively school regulations in this regard.

Has sanitation, safety, etc., programs at periodic intervals.

Develop an operating inventory system for the school.

Provides safekeeping for employees and students' personal property. (2,
Never takes advantage of his role to use employer property for

personal use. (2)
Realizes that ultimately he is accountable and responsible for all

property under his control. (4)
Delegate authority and responsibility to each teacher and worker for

certain sections of property. (2,4)
Adhere to and enforce school law and school board policy by periodically
checking cenditions of property and request:.ng appropriate

wWww FEFw

maintenance. (7,4 g
Works with staff in planning activities. (2
Invite resource people of community to discuss with student what

business employer expects of employees. (5)

Demonstrates to pupils and others his attitudes and respect by practicing
the proper care and maintenance of the school plant which he operates

and manages. (L)
Holds regular conferences to encourage the suppcrt of both teachers and
pupils in caring for the school plant. (4,3)

Plans and organizes custodial personnel and teachers and pupils to assume
a role and responsibility in the care of the physical plant provided for

their use. (4,2,3)
Gather information relative to the cost of operation and maintenance

of the school plant. (6g
Conduct staff sessions on maintenance of appropriate school equipment. (2,h4
Secure funds for out-of-school equipment maintenance.

Lead teachers to have students to clean up desk and work area. (2,3
Have students establish school work habits. (3

#12: recognizes that work is necessary and desirable.

Create an atmosphere which fosters interest and enthusiasm for work. gh)

Eliminate teachers who complain about their work.

Insist that the dignity of work be stressed in classwork. (2,3

Initiate work programs for students to earn money. (3

Spends appropriate time in supervision of instruction as well as

administration. (1,2,3)

Plans and programs instructional activities that are designed to show

the necessity and desirability of work. (1)

Selects and purchases materials and media that show the value and

necessity of work in our society. )
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9.
10.
11.
12.

Goal
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10.

11.

12.

Provides opportunities within the schcol for pupils to recognize their
learning activities as a form of work and its relationship to work in
the real world.

Implements a well-balanced curriculum.

Develop a plan for educational credit for work experience.

Provide for student work and volunteer work on campus.

Use outside workers in class and career guidance, etc.

NN

#13: understands and accepts the relationship of rights to responsibility.

Stress the association of rights to responsibilities during staff

meetings. 3
Leads the development of student rights and responsibilities policy. 3
Can clearly define each staff rights and responsibilities. 2
Develops a parent statement on R & R and has a home~-school program. 5
Allow students to be responsible for doing things. 2
Delegate responsibility along with rights and privileges to students,

teachers, and service workers. (2,3,4
Require that teachers explain the responsibility that goes with job. (2
Makes an administrative decision on transfer of a student or teacher. 12,3
Takes a position in light of all facts presented and policy on dismissal

or suspension. §2§
Is objective as possible in teacher evaluation. 2
Stresses the need among teachers to implement classroom practices that
demonstrate the relationship of rights to responsibilities in classrocm
management. (2)
Plan and supervise in-service or staff development programs related to
classroom practices in this area. (2)
Plan with teachers instructional activities designed to give emphas:.s

to this goal. (1,2)
A well-balanced curriculum should be implemented to the extent that

each individual will see that he cannot live alone. . (1)
#1l;: knows how and where to obtain additional training and education.

Insure that youth understand all options. (2)
Makes a decision as to the degree or program desired based on needs

assessment. (L)
Makes choice relative to matriculation in regard to commuting during

school year, leave for quarter, summer session, etc. L
Maintain adequate guidance service for former students. 3
Hold career and education programs using community. 5

Permit students to visit training agencies. é 33
Obtzins all bulletins from nearby colleges. 3
Pos-. all information about colleges on bulletin board so that all may .
take advantage of the information. (3j
Plans and directs a program of guidance and counseling related to pupil
needs for further education in achieving occupational and professional

goals. (3)

Selects and purchases materials, catalogs, bulletins, etc., relating to

all types of post secondary institutions. (3)

Plans and assigns the use of space for guidance and counseling act1v1t1es

in the school. (L)

Collect and house graduate catalogues in an appropriate location at

the school. (L)
3k i 305




130
lho
150
160
17.
180
190
20.
2l.
22.
230

Goal

1.

12.

lho
150
16.

17.
Goal

=
L]

2
3
L
50
6
7

Post printed circulars pertinent to current graduate course offerings.
Encourage staff participation in workshops, seminars, and advanced
Studyo

Provide vocational counseling.

Hold career day programs.

Establish college career cormer in library.

Strengthen library skills.

Promote use of library.

Uses community leaders and consultants.

Develop and operate a staff development program.

Understands and supports career guidance and planning for all students.
Lead faculty into counseling students generally.

#15: takes pride in workmanship and accomplishment.

Through conferences with teachers stresses the importance and value of
workmanship and accomplishment in all professional activities.
Demonstrates to both teachers and pupils a feeling and attitude of pride
in the individual accomplishment of teachers and pupils for excellent
and outstanding performance in the program of the school.

Gives recognition through a variety of means to both pupils and teachers
who have done their work well.

Create an atmosphere which fosters interest and enthusiasm for learning
and teaching.

See that teachers demand the best work that each student can perform.
Have displays organized for good work of all types.

leads teachers on teaching each student to do his best all the time.
Develops an effective staff development program and accomplishes goals
within time set.

Writes letters of appreciation to those persons that have participated
or contributed time to school related activities.

The principal shares his own accomplishments with the staff.

The principal provides positive reinforcers to desirable examples of
workmanship of the staff and students.

The principal recognizes the accomplishments of staff members and
students.

Assist faculty in curriculum planning and goal objectives that aid the
study in setting up personal goals for his own workmanship and
accomplishment.

Develops a plan to give recognition to those who do well.,

Review and give help to staff in their efforts.

Recognize staff for student learming.

Recognize work of students with varying learning styles.

#6: has the knowledge and skills for managing personal finances.

Assists staff (professicnal znd non-professional) in getting
information and help.

Leadership to get included in school curriculum.

Provides time for discussion and study in staff meetings.

Sets up programs that a maximum number of students can study and
practice financial responsibility.

Include provisions for units on personal money management .

Have faculty demonstrate how the school lives within a budget.
Stress a good example by faculty.
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8. Insure appropriate curriculum experience.
9. Plans and programs instructional activities designed to teach lcnowleage
and skills for managing personal finances.

10. Provides opportunities for teachers and pupils to participate in the
preparation and development of the school budget.

11. Through conferences interprets the budget of the school and presents
the practices followed by the school in the management of its fiscal
needs.

12. The principal is familiar with and practices accurate maintenance of
financial records and fiscal management.

13. The principal establishes long range financial goals and outlines methods
of obtaining these goals.

14. Mathematics teachers should plan for foundations in math and economics.

Goal #1T: values and seeks sound mental and physical health through good

nutrition.

1. Have local authorities give course in nutrition.

2. Offer course for parents; IV programs.

3. Encourage laboratory experiments to show value of good nutrition.

L. Encourage faculty to keep trim and fit.

5. Encourages teachers to share meals with students in the school lunchroom

in preference to promotion of snacks sold in the. school.

6. Attends lunchroom managements meetings.

7. Adjust school schedule if necessary to insure each student adequate time

to eat.

8. Develop mini-courses, etc., for students.

9. Plans and directs adequate food service program for the school.

0. Encourages and supports the development of an instructional program
around good nutrition and its impact on the development of sound
mental and physical health.

11. Interprets the food service program and its contribution to good health

to the people in the community.

12, Offer well-directed home economics studies for both sexes.

13. Have functioning student nutrition committee to work with school

mtritionist.

14. See that school lunch program practices good nmutrition.

15. Encourage participation in school lunch program.

16. Encourages lunchroom participation.

17. Develops good P.E. and Health programs.

18. Recognizes and rewards good mental and physical health instruction.

Coal #18: desires to acquire and maintain a healthful natural and physical
environment.

1. Initiates programs to make school a beautiful and healthy place to live.

2. Maintain a healthful environment at school.

3. Take field trips to see ecological damage or repair of damage.

L. Have science courses stress relation of man to environment.

5. Has an operational plan for attractive bulletin boards, displays,
flowers, plants (inside and outside), library and centers of interest.

6. Cultivates appreciation for the aesthetic values through art, music,
health and physical education, etc.

T. Has supervised garbage pickup regularly.

.
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8.
9.
10.
11.

12.

13.
1.

15.

16.

17.
18.
19.
20.
21.

Has assembly programs where cleanliness ig stressed.
Has campus beautification programss.
He exemplifies and encourages a sensible physical fitness program for

Keeps paper, cans, and waste paper off campus. ghg

3
3)

the staff and students. (2,3)
He encourages the staff{ and student body to assess and improve, if

necessary, the physical environment of their own environment. (2,3§
Continually assesses the sanitary condition of the school plant.

Directs the activities of custodial personnel maintaining the

facilities of the school in a healthful and sanitary condition. ) (h)
Continually assesses the sonic, visual, and thermal conditions in the

school and directs the implementation of needed adjustnents and changes

wherever required. (L)
Urge every teacher to be aware of need for ecology and teaching every

child to love and appreciate healthful environment. (2
Works with staff in planning and organizing. (2
Involves students in their own school beauty and environment. (3
Leadership to have this included in instructional program. (1)
Involving students in school and community beautification project. (3,5)
Encourage applied learning experience for student environmental

improvement. (3)

Goal #19: opractices resvonsible behavigr when using public and private

facilities.
1. Develops a guide for school and student behavior in the community. 33
2. Determine the behavior acceptable in your community and act accordingly. S
3. Involve staff in accepting this as an educational outcome. 2)
L, Have staff work with students in establishing code of behavior during
school and at school events beyond school hours. (2)
S. Initiate programs that will give students an opportunity to practice
this. 3
6. Demonstrate responsible use of school plant. éh)
7. Stress responsibility of staff and students for proper use of school. (2,3§
8. Have explanation of cash of needed repairs. (6)
9. Makes sure that facilities are in as good or better condition after
_using than they were before use. (L)
10. Obeys all fire rules of facility. hg
11. Social activities in the school or community. 5
12. 1Is exemplary in demeanor to youth groups. 5)
13. Plans and programs instructional activities designed to teach desirable
beharior toward the use of public and private facilities. (1)
1);. Encourages teachers and other school perscnnel to practice responsibility
toward the use of public and private facilities. (2)
15. Develops policies and practices relating to disciplinary action when
irresponsible behavior is practiced. (3)
16. Encourages the staff to stress responsible behavior of students during
field trips and in their daily lives. (2)

Goal #20: has the skills necessary for further study or for entry directly into
the world of work. Possesses the attitudes and personal values that enzble

him to overcome adversity.

1.

Plan and program the facitities that are essential for the support of a
program in occupational education. (L)




13. Plan and give direction to a program of student activities designed to

practice democratic ideals in the school. (3)
14. Plan and provide facilities for students to have the opportunity to

plan and practice democracy in their everyday lives at school. L)
15. Student discipline policies reflect this goal. 3
16. Involves students in formulating discipline policies. 3
17. Promote democratic government. 3

Goal #23: knows and practices socially acceptable behavior.

()
®

Principal, faculty, and staff should set the example, and teach by word
and action the best accepted behavior.
Teach what is acceptable by group, class, and/br community.
Supports the development of statements of such behavior.
Provide instructional program.
Involves the home in the educational process.
Plans and programs instructional activities designed to teach the meaning
and consequences of alternative forms of social behavior. (1)
. Provides opportunity through the instructional program to understand the

extent and consequence of socially unacceptable behavior in the adult

life and in the real world. (1)
8. Plans and implements activities within the school which encourages pupils
to practice and continually assess the acceptability and consequences of

I NDWN

b | O\\.J'I.J:"\.ul\)

their own behavior. (3)

9. Discusses with staff criteria for determining socially acceptable behavior
in that operational environment. 2?
10. Choose teachers whose behavior is socially acceptable. 2
11. Have students and parents set up social code for students. (5)

Goal #2L: understands the emotional and social aspects of human sexuality.

1. Choose teachers who set example. 2
2. Have many opportunities for guidance by all faculty members. 2
3. Follows school board policy as to the curriculum in this regard. 1
L. Invites state consultants in this area to provide materials. 1
5. Knows and respects the position of parents on the issues. 5
6. Put this program over to students in an acceptable way. 3
7. Discuss the subject intelligently with staff and parents. 2
8. Assist staff to formulate appropriate curriculum guide. 2
9. Provides programs and handles problems fairly. 3
10. 1Is aware of equality of sexes and has policies. 2).
11. Understands commmnity pressures and limitations. 5
12. Uses doctors and ministers as consultants in courses relating to family
living. ) (1)
13. Gives leadership and direction in the development of a program of sex
education acceptable to the community. (1)
14. Interprets the need and justification for an instructional program that
teaches children and youth about the emotional and social aspects of
human sexuality. (1)
15. Assess the successes and failures of the instructional program in this
area and directs needed changes when they are required. (1)
Goal #25: has a tentative occupational or career goal and possesses an
educational plan to achieve it.
1, Analyze and interpret effectively the results of evaluation for the
achievement of stated goals, or the need for further diagnosis. (3)
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Initiate a guidance program.

The selection of the counselors to head up this is too important.
Support a good guidance program.

Provide curriculum that permits explanation of careers.

Encourage students to set realistic and attainable goals.

He is familiar with the qualifications for a variety of school oriented
job tiiles.

He outlines goals and methods of obtaining these goals.

Plans and programs an adequate exploratory program in career education.
Plan the use of facilities to provide space for this activity.
Encourages teachers to help students determine their career goals as soon
as possible.

Guide students in studying for college or vocational training that will
help achieve that goal.

Offers variety in currciulum.

Has a plan for continuing education himself.

Takes leadership in developing career guidance and planning.

Supports rewards for and provides program and help for career planning.
Schedule curricular experiences to achieve objectives.

Movement of guidance into curriculum.

Arrange staff development for each teacher to assume role.
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Goal Statement Total # of ~ Breakdown by
Number Principal Performance Functional Areas of Responsibility
*x 2 3 4 5 6 1
1 29 11 2 5 6
2 31 9 1 6 8 1
3 23 5 b4 9 L 1
L 18 3 5 L 1 5
5 16 5 2 3 L 2
6 17 2 2 6 T
7 23 6 6 5 3 3
8 19 8 i 2 2
9 2l 3 4 8 8 1
10 2L T 2 12 3
11' 21 3 L 12 1 1
12 12 ’ b o4 13
13 1 1 8 3 1 1
14 23 L 12 5 2
15 17 11 3 2 1
16 1 6 L b
17 18 6 L 3 3 2
18 21 5y 3 5 8 1
19 16 14 b4 o2
20 1 2 1 3 3 1. 1
21 1k 3 9 :?1 1
22 17 1 6 6 2 1 1
23 11 3 L 2 2
2l 15 6 5 2 2
25 19 5 5 8 1
é}rand Totals L67 87 126 119 66 56 8 5
ERIC 367
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Cuxrziculum/Instruction
Sta.”“ Personnel

Student Personnel

Support Management
School-Community Interface
Fiscal Management

System-Wide Policies and Operations
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35l

TOTAL OF MINUTES PER DAY BY FUNCTIONAL AREA
FOR ALL THOMAS COUNTY PRINCIPALS

: Weekly

Functional Area M T L] T F Total
Curriculum and Instruction $0 11 206 10 75 352
Staff Personnel 758 389,5 591 l,s us? 2507
Student Personnel . 501 679.5 746 389 682,5 2998
Support Management 406.5 472,5 423 597 427 2326
School-Community Interface 198 258 146 318 272 1192
Fiscal !anagcmont 50,5 64,5 83 83 46 327
System-Wide Policies
and Operations 152,5 171 104 420 160 1007.5
Miscellaneous 400 502 2u8 280,5 319.5 1750
Unclassified 2561.5 438 301 394 367 .éZE&;E

GRAND TOTAL 14241,0
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Bewln i University of Georgia

@,,e,,,,d College of Education
h\’] . G-10 Aderhold Hall
- A coagement )
E o Athens, Georgia 30602
ducation Phone 404 - 542.3343

HEMORANDUH
70:
FROMI: Zdward A. Poole, Dept;.ty Director
DATE: June 5, 1974

I am writing to ask ycur assistance in the completion of ar important task

in Project R.0.H.E. (Results Oriented Management in Educaticn). The six
principals in Thomas County have been worlzing during the 1973-7h school

year vith the University of Georgia, a comittee from the Teacher Bducation
Council, and the Georgia Department of Education in identifying and developin:g
competencies for public school principals in the State of Georgia.

That part of Project R.O.i.E. concerned with nrincipal competencies was
initiated during the 1973-Th fiscal year. As the Project continues next
year, objectives include efforts directed toward improving preparation
prozrams for public school administrators throusn sctive involvement of
colleses and universitiss and public school admiristrotive persomnel in
the state. Objectives also include collecting infommation useful to the
Gzorgia Department of Education in moving tovard coupetency vased certifi-
cation and in-service training programs for administrators.

To date; 306 administrative competencies have veen identified and classified
into seven catesories: Curriculum-Instruction, Staff Fersonnel, Studen:
Personrel, Support Management, Schocl-Commnity I.aterface, Fiscal ifancgement,
and System-Wide Policies and Operations. These 306 competency statenents
have been randomly assigned to one of three lists. Taierefor2, you ire being
asked to respond only to 102 statemcants, rather than the entire list. Eighty-
four principals, fifteen superintendents, tuenby mewbers of the State
Department of Education, and fifteen college iactruclors are being asked to
verify the competency statements.

Without your input, the Project cannot move forward tc accompiish its goals
and objectives. ‘'e appreciate your participation and assistance. Please
complete the response sheet and baclk:rounl information sheel and return it
in the self-addressed, stamped envelope within the weelc if possible.

EAP; dkw
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onagement

University of Georgia
College of Education

G-10 Aderhold Hall
Athens, Georgia 30602
Phone 404 - 542-3343

June 5, 1974

Deax Principal:

Within the last few days, you received a letter from Clarcnce Lambert
requesting your assisicrce in our Project. Mr. Lambert indicated ihat you
would be asked to respond to a questiomnaire concermed with administrative
competencies. )

Project R.0.H.E. (Results Oriented Management in Education) is coomitted

to the task of identifying and developing conmpetencies for public school
principals in the State of Georgia. The Project is a cooperative effort
involving the Georsia Departument of Education, the Department of Educational
Administration at the University of Georgia, and the Thoamas County School
System.

That part of Project R.O.ii.E. concerned with principal competencies was
initiated during the 1973-74 fiscal year. As the Project continues next
Jeax, objectives include efforts directed toward improving preparation
programs for Public School Administrators through active involvement of
colleges and universities and public school administrative persomnel in
the state. In addition, objectives include collecting information useful
to the Saate Department of Elducation in moving toward cowmpetency based
certification and in-service training programs.

You are being asked to perform a very necessary and vital function at this
time. Vithout your input, the Project canmot move fo.ward to accomplish
its goals and objectives. Ve appreciate your participaticn and assistance.
Please complete the response sheet and backgrownd information and retum it
in the self-addressed; stamped envelope vithin the weck if possible. Thank
you again.

Sincerely yours,

i & 7oL

Edward A. Poole
Deputy Director

EAP:;dkw .
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DIRECTIOUS

e are requesting you to make personal judguenis of the attached administrative
competency statements in terms of their place in an “optimally" functioning school
nrozran. In a real sense we desire to kiov your thinking about the "ideal” use and
importance of the competency statcments. A key has been devised for making judg-
ments about the competency statements. As you proceced through the items, please
use your personal knovledse, perspective, and experience in selecting values from

the key.
ead each competency statement separately and do the following:

a. Using the key at the top of each respomse shest, select a nurerical value
that best represents your judgment concerning the "ideal importance of
tlie competency statement” and its Yoptimal frequency of use.” For
excmple, if you feel tiat coupetency statement number one is iiigh in
"ideal importance® and averare (3lf5 to 66% of time) in “optimal fregquency
of use” you vould select number nine (9). If you feel that competency
statement number one is low in "ideal importance® and high (765 to 10073
»f time) in "optimal frequency of use" you would select number five (5).
For each statement; select the rating catezory that best fits your -judgme .:
of the competency in an "optimaily" operating school program.

b, After selecting a numerical value that represents your judgment of a
particular statement, circle the number correspondins to your choice
in the appropriate plaze on the response sheet provided.

lemember to judge each statement separately using the kev. Hote that your

response sheet has mors spaces ihan neceded. Please use only the nuaber of spaces

on your response sheet necessary to arrive at one rating for each statement.

PLEASE USE THi Ei'CLOSED STAIFED RIVELOPS #0 RETURE YOUR RUSPOISE S.IET 4itD Ghid

REIUESTED BACKGROULD IiFORIATION UITWMLN OJE VLG OF DATE RECEIVED. IF YOU ARE

4
-~

UITABLE PO RETUR! IT JITHLY THE K& ULSTED T PRRICD, PLIASE REMUR! TR YORIS AS

500il AS POSSIBLI.

Thanlc you.

mo 98




BACHGROUND T.0PORLATDION

In order to describe the various judsing populations used in evaluating the
competency statements, the following information is respectiiully requested.

fge Sex

— Crmt—on e o G

Jducational level:  Bachelors -
(check one)
Masters ___
llasters + ___

e —ateens.

Doctorate

Current position

Position held prior to curreat position

tumber of years in current position

ilumber of years in position wrior to current nosition

Total years of perience in Public and Private edecation

0
Q 348

ERIC 372
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10.

11.

12.

13.
14.

15.

16.

17.

18.

19.

'20.

: FO@J 1
- Curriculum/Instruction °
Includes interests of students in designing new curriculum

Establishes curriculua committees to plan for the use of instructional
materials

Conducts needs assessment by having parents, students, and professional
personnel prioritize the Goals for Georgia

Utilizes field trips, audio-visual, and other teaching aids in en-
riching the instructional program :

Considers individual differences between students when developing
instructional procerdures

latches decision meking skills of teachers to particular curriculum
aind instruction problems

Uses curriculum evaluation data in developing new curriculua
Includes teachers in designing methods for evaluating inatruction

Utilizes professicnal associates, specialists, etc., in develcping a
new curriculum

Reviews instructional material for use in the classroouw

Iakes use of standardized instruments when evaluating the educational
progran ]

Hlaintains an adequate achievement testing program for diagnostic and
educational purposes

Periodically assesses the effectiveness of teaching methods

Designs instructional objectives in line with gystem-wvide. instruc-
tional goals

Develops instructional units to achieve educational goals and ob-
Jjectives

7
Plans instructional units that include specific behavioral objectives
for learmers

Plans curriculum schedules that reflect staff curriculum organization
(e.g., time, place, subject matter, staff)

Structures learning experiences to be consistent with established
educational objectives

Assists teachers in developing skills related to solving instructional
problems

Works with teachers in evaluating the instructional climate in the
classroom

T3 389




Fom 1
Currioulum/Instruction (Continued)
21. Assists teachers in interpreting standardized test results

22. Identifies various standards and procedures for evaluating the
effectiveness of instruction

23. TUses parents, teachers, and students in evaluating the school curric-
ulum and instructional program

24. Identifies alternative educational plans for students consistently
failing as a result of regular classroom instruction

25. Designs a curriculum vhich neets individual learner needs

26. TUtilizes laymen and experts for evaluating the school curriculum and
instructional program

27. Vorks with teachers in designing classroom environments conducive to
learning

20. Utilizes research evidence in the professional literature when
planning educational programs

29. Utilizes age-grade distributions of students in formulating instruc-
tional needs

30. Dstablishes appropriate procedures for evaluating progress toward
instructional objectives ’

31. Plans student performance criteria in subject matter areas with
teachers

32. 1Includes parents, teachers, and students in planning educationai
programs

33. Aids the classroom teacher in formulating learning strategies for
students

3L. Establishes educational cbjectives and goals to adequately rerlect
community needs

35. Has weekly meetings with department heads to discuss curriculum
problenms

36. Circulates a bulletin or neusletter preriodically descriting what is
being done in the school's subject matter areas

37. Provides for teacher suggestions in designing new curricula

38. Organizes repulerly scheduled meetings with instructional staff to
assess attainment of instxructional objectives

39. Establishes procedures for modifying curriculum content and
organization

A
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Form 1
Curriculum/Instruction (Continued)

Lo.

h1.

L2.
L3.
L.

Utilizes instructional models as a basis for making curricular
decisions

Enploys valid behavioral criteria in evaluating the effectiveness of
curricula

Designs a system for developing school curricula and objectives

Evaluates materials used for instruction

Assesses curriculum effectiveness




FORY 2
Staff Personnel

Assigns decision making tasks to lower staff commensurate with their
organizational responsidbility

Stimulates faculty to participate in educational conferences held
within school and/or district

Assesses individual differences among staff to facilitate more
efficient utilization of gkills and abilities

Gathers information about teaching practices by observing teachers
in classrooms

Encourazes staff to recognize and commend worthwhile accomplishments
of students

Systematically plans for utilization of staff

Implements programs to solve classroom problems encountered by
teachers

Uses in-service training to improve teaching personnel
Communicates to staff scheduled times and places for committee work

Conducts formal and informal surveys to assess staff interests and
needs

Informs staff personnel of weekly calendar commitments

Interprets existing community concerms to professional school staif

Plans to increase teachers' understanding of siudents by allowing
teachers to review students' cumulative records

Seeks content applicable to in-service training of personnel from z
variety of gsources

Communicates to staff available professional literature services

Communicates tc school staff ways in which they can contribute to
community improvement

Plans regularly scheduled teachers' meetings for discussing current
professional issues

Designs a system for involving teachers in evaluating the school's
operation

Trains teachers in the use of a variety of media (e.g., audio~visual
equipment, library resources, etc.)

Specifies job functions of the staff in behavioral terms
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Form 2
Staff Personnel (Continued)

21.
22,
23.

2l,.
25.

26.

27.
28.

29.
30.
3.
32.
3.
3k.

35.

36.

3.

38.

Plans informal interaction with teaching staff to discuss student
progress f :

Communicates clearly defined policies and procedures for making
instructional program decisions to staff

Incorporates a variety of evaluation procedures for staff members to
evaluate their effectiveness

Designs staff workshops to meet particular program needs

Makes instructional staff assignments in a manner that best facili-
tates learning outcomes

Invites staff participation in decision making concerning school
policies

Designs staff personnel policies and procedures for promotion

Holds periodic meetings with teachers to acquaint them with adwini-
strative policies and procedures

Interprets system decisions and priorities to the instructional and
non-instructional staff

Schedules non-instructional activities for teachers (e.g., school
assemblies, money collection, special events, etc.) to facilitate
efficient operation of the school

Interchanges personnel within system to meet program needs

Disseminates recommendations for school program changes to the entire
staff )

Establishes evaluation guidslines allouving staff being evaluated to
participate in selection of evaluation instruments

Plans to disseminate professional literature “ists for instructional
staff development

Includes staff in planning procedures for supervising personnel
information

Writes administrative and/br supervisory bulletins to communicate
district/school policies to staff

Communicates board recommendations to the staff for their suggestions
and evaluation

Designs staff positions by using job analysis skills

Informs teaching staff of specific requirenents for each teaching
position in terms of needed preparation, training, and experience

320
377 ™




Form 2
Staff Personnel (Continued)

4o.

L.
2.

L3.
Lh.
Ls.
6.

L7.

L8.
9.

50.

51.
52.
53.

56.
57.
58.

Designs with staff the improvement of personnel welfare and employee
benefits programs

Discusses behavioral monagement strategies with teachers

Assists teachers in developing more effective practices for attaining
instructional objectives

Requires staff to effectively evaluate attitudes toward instruction
Establishes staff committees to study personnel problems and policies
Plans in-service t : iuing around the results of staff evaluation

Delegates respons:l.lity fopr supervising teachers to department
chairmen or z:dbj=ct ¢ .vte - consultants

Utilizes st=*{ in pl..w. s procedures for solving professional
problems g

Plans a scheol insurance program for staff

Trains members of the professional stafi to assume administrative
roles in his absence

Incourages teachers to participate with their classes in gtate, local,
or national contests

Organizes committees for studying professional sioff salary schedules
Communicates instructional needs and expectations to staff

Plans adequate resouxces for staff to acquire instructional techniguse
and skills

Uses "expert” teachers .is nodels for in-service training programs

Supplies staff with current information regarding possible personne’
benefits within the existing schcol systen

Interprets established salary schedules to stafi
Explains professional evaluaticn prosedures to staff

Exposes teachers to innovative and creative educational methods and
instructional techniques

Formulates wage and salary plans for non-instructional personnel

Communicates to staff policies and procedures used for promotion

Selects prospective employees according to established employment
guidelines
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Fom 2
Staff Personnel (Continued)

62.
63.

64.

65.
66.

67.
68.

69.

70.

71.

72.

13.

Th.

75.
76.

7.

Advises teachers of individual student’s rights and responsibilities

Uses consensual agreenent as a means of solving staff differences
concerning policies and procedures

Communicates to teachers the importance of objective pupil evaluation
Procedures

lMaintains an orientation program for new staff members

Familiarizes assistant principal with all aspects of the school's
administration

Communicates to staff proceedings of board of education meetings

Assess staff personnel policies (e.g., salary schedules, provisions
for sick leave) to improve employment conditions

Communicates to staff the importance of professional identification
and developuent

Obtains feedback from staff when implementing chanpes in district
a.pd achool level administrative procedures

VWiritee notes of conmendation to those who perform jobs well
Allovs lover stafl to make decisions concerning routine daily tasks
(e.g., bus schedule, student discipline, buildins schedules, extra=

curricular activities, orgenizacioas, etc.)

Utilizes appropriate techniques and instrunents in evaluating the
performance of non-instructional staff

Solicits administrative recommendations from prufessional staff
conceming specific problems and issues requiring solutions

Traing teachers to lead groups and parent meetings

Confers with staff personael concerning proiessional problems and
issues

Bvaluates the effectiveness of in-gesvice traiaing vith instructional
and non-instructional personnel




10.
11.
12.

130

FORMH 3
Student Personnel

Plans confereaces to interpret the professicnal evaluating of
students, to parents, teachers, counselors

Prioritizes gtudent persoinel problems needing solution

Evaluates student activities program

Plans policies and procedures regulating violations of school rules

Haintains policies and procedures governing student vioiations of
school rules

Develops policies and procedures governing the grade placement of
students

Schedules times to be available to students for informal inte=a=*ion

Plans an adequate counseling program {or students using cchool
counselors and/or academic advisors

Collects follow-up information on foruer students to improve student
personnel services

Implements a system to achieve regular attendance by students
Develops a plan to involve students i academic decisions

Solicits ideas and opinions frci students in changing policies and
operating routines of the school

Communicates with student representatives and groups (e.g., student
Fovernment agsociation, class officers) concerning student/school
sponsored projects

Uses available comuunity service 2gencies in plaunaing a program 4o
meet children's special needs

Posts veekly schedules of student activicies and evenis tc inform
students of upcoming school activiries snd ~vents

Evaluates the effectiveness of student pexsunnel services

Supports scnool activities program by active participation and
attendance

iaintains a system of child accounting and attendance

ldentifies ways in which teachers can provide students with
opportunities for self-evaluation

Organizes guidance and counseling services for students
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o 3
Student Personnel (Continued)

21.
22.
23.

2y.

25.

26.
27.

28.
29.

30.
31.

32.°

33.

Establishes appropriate chamnels for assessing student complaints
llaintains cumulative records on students

Plans a student infoxmation record system as part of the school
guidance program

Establishes & student committee for broadening the student
activities program

lakes available to students occupational and educational information
derived from comemnity and professional sources

Commends students vho are involved in outstanding academic projects

Desimns student activities programs to reflect educational objectives
of the school

llaintains standards for participation in student activities

Plans pupil and parent orientation meetings for new students to
familiarize them with schools

Assess pupils' attitudes concerning the educational program

Takes effective action on discipline matters requiring his inter-
vention

‘Utilizes teachers and other school personnel in desipgning guidance

programs for students

Disseminates to students up-to-date publicaztion of school rles,
proceduras, and regulations

Includes guidance personnel information vhen relevant to making
decisions

ilaintains a writien statement of student rights and responsibilities
within the school

Designs a guidance program which makes occupational and educational
information available to students




10.
11.
12.
13.

1.

i

l 15,
16.
17.

18.

19.

FORi i
Support lManagement

Establishes policies and procedures governing transportation emer-
gencies ! ‘

Organizes a committee to study school transportation problems
Implements an effective distribution and storage system for materials

Complies with all local, state, and federal health regulations
affecting food preparation and services

Develops a system for implementing emergency drills
Orders necessary supplies according to budget guidelines

Establishes a system of rules and regulations governing transportation
in accordance with national, state, and local laws

Informs staff of legal mandates that affect school operations

Schedules students® cafeteria times to facilitate efficient operation
of food services |

Organizes staff building and resources consistent with accomplishing
educational goals

Coordinates non-instructional services to accomplish instructional
goals

Requires personnel to follov existing transportation rules and
regulations

Requires maintenance staff to avaluate school facilities and repoxt
maintenance and operation needs

Distributes rules and regulations governing safety proceduras to
appropriate personnel

Presents plans for financing new facilities to the board of education
Uses an inventory system to assess equipment needs

Communicates to the custodial staff the importance of maintaining
the physical plant

[faintains necessary equipment and supplies to insvre efficient
maintenance of school plant

Coordinates services necessary for optimum utilization of existing
facilities

Requires food service persomnel to plan weekly menus

338
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Form 4
Support Management (Continued)

2l1.

22'

2.
2.
26.
27.

28)
29.

30.
31.
32.

3.

3.

36.
7.
38.
39.

Lo.
.
L2.
L3.

Requiresz maintenance personnel to inspect transportation equipment
regularly

Establishes a system of repair maintenance

Supervises the auxiliaxry services of the school

Establishes a system for training new maintenance personnel
Designs areas of the school plant to store materials and equipment
Uses valid assessment procedures in evaluating the physical plant

Employs qualified mechanics to maintain efficiency of txransportation
equipment

Plans registration times and procedures for the school

Develops systems required to meet state and local fire standards for
safety

Supervises maintenance personnel in operating the physical plant
Periodically inspects school plant facilities

Establishes rvles and regulations governing the appropriate use of
school property

Supervises the cafeteria sexrvices

Answers questions rzised by staff governing safety rules and
regulations

Completes USDA forms required in purchasing commodities for school
unch program -

Fulfills maintenance requests using budgetary guidelines
Develops a system of supply distribution
Initiates a system of preventive maintenance

Procures needed equipment, supplies, buildings, materials as needed t
operate the school

Keeps legal documents explicating transportation system regulations
Assesses supply needs of the school
Schedules repairs in conjunction with maintenance staff

Evaluates the auxiliary services of the school

8
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11.

12.

13.

1L.
15.

16.

17.

18.

19.

' FORI 5
School-Commnity Interface

Establishes channels for obtaining evalnative feedback from
community members regarding school programs

Yorks with professional groups in the commnity in designing plans
for evaluating school-community projects

Utilizes appropriate data in analyzing enrollment projections
Incorporates available community resources into the curriculum plan
Plans regularly scheduled parent-teacher meetings

Writes press releases for publication in mags media (e.g., neys-
papers, radio, TV, etc.)

Designs a program for publicizing school operation to the commnity

Describes aims and goals of the school so they are clearly understood
by members of the commnity

Develops communication channels with parents and local commnity

Determines services which the school can provide for communi ty
improvement

Conducts meetings vith parents to explain the school's programs

Has regularly scheduled conferences with parents to discuss pupil
progress .

Evaluates conditions in the community affecting student performance
in schools

Holds information exchange meetings with commnjty organizations

Interprets the school's educational program objectives and board
policies to the community

Asks for cooperation from community agencies in providing special
sexrvices for the school

Considers the educational aims of the community vhen formwlating
administrative practices

Informs members of the community of volunteer services needed in the
school

Utilizes services of community agencieg in improving social conditions
impairing school performance of gtudents

Provides opportunities for community groups to visit and become
familiar with the school

S




’

Form 5
School-Community Interface (Continued)

2l.

22.

23.
2h.

25.

26.

27.
28.
29.
30.

3.

32,

3.

35.

36.
37.
38.
39.
Lo.
L1.

L2.

Mikes available resources and services of the school to facilitate
community sponsored projects

Diagnoses special interest and pressure groups that exist in the
community

Assists PTA or other parent-community groups in school activities

Works with community members in identifying available resources for
supporting the educational program

Plans orientation programs for new board members to familiarize them
with his school

hssesses vhat the community expects the school to contribute to its
development

Initiates school-commmity recreation programs for the school
Schedules time to meet with members. of community
Establishes a parent-teacher organization

Commends community groups for mutual cooperation with the school's
staff

Describes to the community services which the school can contribute
to community development

Designs a joint curriculum committee consisting of members drawn from
community, PTA, and school organizations

Conducts an adult education program for community members

Speaks to public agencies or civic groups regarding school programs,
policies, needs, etc.

Involves school-community groups in developing school policy
statements

Communicates the importance of academic achievement to parents
Plans a community public relations program

Interprets school organizational changes to the community
IEncourages community use of school facilities

Communicates changes in curriculum énd teaching practices to parents

Designs plans for involving parents and community in the school's
extra-curricular activities

Utilizes survey and analysis techniques to evaluate community
attitudes toward school programs
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11.

12.
13.

14.
15.

16.
17.

18.
19.
20.
2l.

22.

-

FORIG ¢

Fiscal Menagement
Develops for the superintendent a school building budget reflecting
sound educational priorities
Includes community census figures to plan building needs
Makes public reports of financial expenditures
lMakes periodic financial reports as required by governmental agencies
Considers local tax base when planning fiscal budgets

Commnicates the rules and regulations governing expenditures of fund.
of school lunch program to lunchroom personnel

Projects staffing needs based on financial resources

Collects information necessary to relate budget priorities to the
goals and objectives of the instructional program

Purchases instructional materials within.budgetary limits

Makes recommendations for the improvement of physical facilities
(e.g., classroom furnishings, building additions, grounds)

ilakes decisions about instructional materials and equipment utilizing
budgetary constraints

Uses cost analysis techniques in implementing the school budget

Recormends financial budgets to local board of ecducation and other
governmental agencies as required by lav

Purchases services and materials in accordance vith the financial
budget and with authorization of the board of education

lakes necessary arrangements to obtain adequate insurance coverage
for employees

Identifies sources of revenue beyond those allocated by the district

Collects from the board of education policies governing internal
accounts and audits

Provides superintendent with information needed for financial audits
Uses budgetary guidelines to structure school activities
Designs the school budget in line with district educational goals

Designs an efficient storage and retrieval system for school records

Implements a system to monitor factors determining the financial base
of his schnool -




Form 6
Fiscal lanagement (Continued)

23.
24.

25.

26.

27.

28.

.

32.

Administers the school budget in accordance with legal requirements

Establisnes a cost accounting system for monitoring maintenance and
repairs

Establishes an evaluation system to assess the effects of special
expenditures in the total school budget

Makes recommendations to the board of education for a salary schedule
change :

Prepares financial statements and reports as required to meet legal
guidelines

Establishes guidelines to insure that the school receives maximum
benefits from available funding sources

‘Maintains a bookkeeping and accounting system to meet State

Department of Education requirements

Delegates to appropriate persons responsibility to implement policies
governing intermal accounting

Acquires special funding from private foundations and public agencies
(e.g., grants, research projects, etc.)

Constructs a budget which provides resources and money to implement
the educational program

387
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10.

1.
12.
13.

lha

15.
16.

17.

18.

19.

Fomi 7
System-Wide Policies and Operations

Makes reports to the Central Office conceming school, community,
staff. and svudent developments as required

Designates functions of operational units within his school in line
with system-wide policies and procedures

llakes recommendations to superintendent concerning tenure or dismissal
of staff members

Organizes school staff in order to implement educational goals of the
school gystem

Plans with the superintendent the most effective means of »assing
district referendums

Requires Central Office to delineate his decision making
responsibility

Utilizes board recommendations in revising educational plans

Identifies program soals and objectives which are consistent with
school district goals

Implements system-wide policies for transferring students within
the system

Commmnicates to tiie board of education and district representatives
the importance of opportunities for periodic, cooperative evaluation
of personnel policies

Clarifies decision making responsibility to subordinates

Presents educational pians to the board of education for their review
llakes recommendations to fuperintendent for the improvement of
physical facilities (e.g., classroom furnishings, building
additions; grounds)

Communicates to board his specific regponsibilities and duties as
designated by Central Office

Translates average daily attendance figuvres into instructional units
Collects documents describing the state textbook ordering plans

Collects statistical information periodically requested by the
District Office

liakes recommendations to superintendent for transferring professional
personnel to other schools in the system

Utilizes services of subject matter specialists assigned system-wide
responsibilities

388 .
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Form 7
System-\ide Policies and Operations (Continued)

20.

21.

22.

23.

24.

25.
26.

27.
28.
29.

30.

3.

32.

Works with the board of education in planning school programs and .-
policies

lMakes recommendations to superintendent concerning prospective
employees

Invites board members to visit his school and become familiar with
its operation

Communicates individual teacher grievances to superintendent when
needed

Provides Central Office staff with documents clarifying the
school's procedures, rules, and regulations

Implements medically sound policies approved by the board of educatioc:.

Aids the district in clarifying short and long range goals uhich are
educationally sound and administratively fezsible in his school

Implements school board policies affecting school personnel
Works with superintendent in planning district-wide educationzl goals

Consults vith Central Office staff on educational and organizational
matters

Discusses staff peisannel problems with other principals in his
district

Adapts board policies and administrative reegulations to fit
gituations that exist in his school

Identifies existing problems in the school and relates to long
range planning of the district
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11.
12.

13.

1.

16.

17.
18.

19.

20.

FORIt 8

Incorporates available comnunity resources into the curriculum plan

Yrites press releases for publication in mass media (e.g.,
nevspapers, radio, TV, etc.)

Includes puidance persommel infommation when relevant to making
decisions

Posts weekly schedules of student activities and events to inform
students of upcoming school activities and events

Interchanges personnel within system to meet program needs
Plans a community public relations programn

Iaterprets the school's educational progran objectives and board
policies to the community

Assists teachexrs in developing skills related to solving instructional
problens

Plans policies and procedures regulating violations of school rules

-

Collects from the board of education policies governing internal
accounts and audits

Establishes a parent-teacher organization

Identifies prosram poals and objectives which are consistent uith
school district goals

Assess staff persounel policies (e.g., salaxy schedules, provisions
for sick leave) to improve employment conditions

Desigms student activities programs to reflect educational objectives
of the school

Schedules students' cafeteria times to facilitaie efficient
operation of food services

tfaintains policies and procedures joverning student violations of
school rules

Includes teachers in desigming methods for evaluating instruction

Organizes regularly scheduled meetings with instructional staff
to assess attainment of instructional objectives

Trains teachers in the use of a variety of media (e.g., audio-visual
equipment, library resources, etc.)

Orders necessary supplies according to budget guidelines

0 .
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Form 8 (Continued)

2l.

22.

23.
2k,
25.
26.
27.
28.

29.
30.
3l.

‘ 32.

3.

35.
36.
1.

38.
39.
Lo.

Organizes school staff in order to implement educational goals of the
school systenm

Allows lower staff to make decisions concerning routine daily tasks
(e.g., bus schedule, student discipline, building schedules, extra-
curricular activities, organizations, etc.)

Identifies existing problems in the school and relates to long range
planning of the district

Implements programs to solve classroom problems encountered by
teachers

lakes decisions about instructional materials and equipment utilizing
budgetary constraints

Designs a guidance program which makes occupational and educational
information available to students

termines services which the school can provide for community
improvement .

Assesses individual differences among staff to facilitate more
efficient utilization of skills and abilities

Purchases instructional waterials within budgetary limits
Supervises the cafeteria services
Specifies job functions of the staff in behavioral terms

Consults with Central Office staff on educational and organizational
matters

Coordinates non-instructional sexrvices to accomplish instructional
Soals

Collects documents describing the state textbook ordering plans

Coordinates sexrvices necessary for optimum utilization of existing
facilities

Trains members of the professional staff to assume administrative
roles in his absence

BEstablisl.es educational objectives and goals to adequately reflect
communi ty needs

Reviews instructional material for use in the classroom
Advises teachers of individual student's rights and responsibilities

Communicates the importance of academic achievement to parents

;
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Form 8 (Continued)

L1.
L2.

L3.

LL.
Ls.

k6.

k7.

L8.
L9.
50.
5.
52.
53.

Sk.

55.
56.

57.

58.

Initiates a systen of preventive maintenance

Vorks with the board of education in planning school programs and
policies

Designs plans for involving parents and community in the schocl's
extra-curricular activities

Establighes staff comaittees to study personnel prodlems and policies

Utilizes services of community agencies in improving social conditions
impairing school performance of students

Schedules non-ingtructional activities for teachers (e.g., school
assenblies, money collecti~n, special events, etc.) to facilitate
efficient operation of the school

Communicates with student representatives and groups (e.g., student
government association, class officers) concerning student/hchool
sponsored projects

Assesgos supply needs of the school’

Requires food scrvice personnel to plan weekly menus

Coamends students vho are involved in outstanding academic projects
Uses in-service training to improve teaching personnel

Clarifies decision making responsibility to subordinates

Communicates to school staff ways in which they can coniribute to
comnunity improvement

Requires personnel to follow existing transportation rules and
repulations

Interprets school orpanizational cheuges to the community

Designs vith staff the improvement of personnel welrfare and employee
policies

Communicates clearly defined policies and procedures for making
instructional program decisions to staff

Disseminates recommendations for school program changes to the entire
staff ‘

Evaluates the effectiveness of student personnel services

Evaluates the effectiveness of in-service training with instructional
and non-instructional personnel

Holds periodic meetings vwith teachers to acquaint them with
administrative policies and procedures
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Form 8 (Continued)

62.

63.

6k.

65.

66.
67.

68.

69.

70.
71.

72.

.

5.

76.
7.
78.
19.

Considers individual differences between students when developing
instructional procedures

Plans orientation programs for new board nembers to familiarize
then with his school

Provides Central Office staff vith documents clarifying the
school's proceaures, riles, and regulations

Utilizes services of subject matter specialists assigned system-wide
responsibilities

Periodically acsesses the effectiveness of teaching wethods

Communicates to teachers the importance of objective pupil
evaluation procedures

Makes recommendations to superintendent for the improvement of
physical facilities (e.g., classroom furnishings, building
additions, grounds)

Utilizes appropriate techniques and instruments in evaluating the
performance of non-instructional staff

Adninisters the schiool budpet in accordance with legal requiresents

Speaks to public agencies or civic groups recarding school programs,
policies, nceds, etc.

llakes use of standardized instruments when evaluating the educational
progran

Collects information necessary to relate budget priorities to the
¢oals and objectives of the instructional program

Delegates responsibility for supexvising teachers to department
chairmen or subject metter consultants

Urites administrative and,/or supervisory bulletins to communicate
district/school policies to stafl

Implements an effective distribution and storage rystem for malerials
Designs a system for developing scheool curricula and objectives
Supervises maintenance persomnel in operating the physical plant

Recomnends financial budgets to local board of education and other
¢overnuental agencies as required by law

Plans conferences to interpret the professional evaluating of
students, to parents, teachers, counselors

Communicates to staff available professional literature services




‘ Porm 8 (Continued)

82. Desipms a joint curriculum committee consisting of members drawn
fron community, PTi, and school organizations

€3. Fstablisches suidelines to insure that the school receives maximum
benefits frow available funding sources

84. Encourages coummnity uce of school facilities

05. Expoces teachers to imnovative and creative educational methods
and instructional techniques

06, Holds information exchange meetings with comsunity organizations
87. Organizes guidance and counseling services for studenis

88. Projects staffing needs based on financial resources

89. Initiates school-community recreation programs for the school
90. 4ssists teachers in interpreting standardized test 1esults

9l. Includes community census figures to plca building needs

92. Informs members of the community of volunteer services needed in
the school

93. lakes recormendations jor the improvement of physical facilities
(e.., classroom furnishings, buildinz additions, grounds)

9L. Informs staif personnel of weekly calendar cozmitments

95. Delegntes to appropriate persons responsibility to implement policies
governing internal accounting

96. Orpanizes staff imilding and resources consistent with accompliching
educational goals

97. Develops policies and procedurces governinz the grade placement of
students

96. Communicates to board his specific responsibilities and duties as
designated by Central Office

99. liatches decision making ckille of teachers to particular
curriculum and instruction problems

100. Procures needed equipaent, supplies, buildings, materiais as needed
to operate the school

101. Bvaluates student activities program

102. Supports school activities program by active participation and
attendance




FOR 9

Presents plans for financing new facilities to the board of education

Stimulates faculty to participate in educational conferences held
within school and/or district

Implements medically sound policies approved by the board of educetioi

Establishes appropriate procedures for evaluating progress toward
instrueticnal objectives :

Plans adequate resources for staff to acquire instructional technique:
and skills

Bnploys qualified mechanics to maintain efficiency of transportation
equipment

Formmlates wage and salary plans for non-instructional personnel
Plans in-service training around the resulits of staff evaluation

Makes recommendations to the board of education for a saiary schedule
change )

Develops a system of supply distribution

Uses consensual agreement as a means of solving staiff differences
concerning policies and procedures

Organizes a committee to study school tran<portation problems

Develops systens required to meet state and local fire standards for
safety

Plans regularly scheduled teachers meetings for discussing current
professional issues

Describes aims and gozls of the school so they are clearly understood
by members of the community

Designs a curriculum which meets individual learner nceds
Translates average daily attendance figures ints instructional units

Invites staff participation in decision making concemming school
policies

Takes effective action on discipline matters requiring his interventio:x
Informs staff of legal mandates that affect school cperations

Conducts formal and informal surveys to assess staff interests and
needs




Form 9 (Continued)

22.

23.
2k,
25.

26.
27.
28.

29.

30.

31.

32.

3h.
35.

36.

370
38.

39.

Lo.
L.
L2.

Utilizes staff in planning procedures for solving professional
problens

Uses an inventory system to assess equipment needs
Considers local tax base when planning fiscal budget

lMaintains necessery equipment and supplies to insure efficient
maintenance of school plant

Provides for teacher suggestions in designing new curricula
Identifies sources of revenue beyond those allocated by the district

Establishes curriculum committees to plan for the use of instructiono.
materials

Solicits administrative recommendations from professional staff
concerning specific problems and issues requiring solutions

Disseninates tc students up-to-date publizution of school rules,
procedures, and rsgulations .

Plans curriculum schedules that reflect staff curriculun organizetion
(e.g., time, place, subject matter, staff)

Communicates to staff scheduled times and places for committee work

Confers with staff personnel concerning professional problems and
issues

Requires staff to effectively evaluate attitudes toward instructics

Encourages teachersz to participate with their classes in state,
local, or national contests

Jorkeg with community members in identifying available resources for
supporting the educational progzram

Interprets existing community concerns to professional school staff

Interprets system decisions and priorities to the instructional and
non-instructional staff

Collects statistical information periodically requested by the
district office

Organizes comnittees for studying professional staff salary schediiles

Schedules time to meet with members of community

Discusses behavioral management strategies with teachers




Form 9 (Continued) -

L3.

Lh.

LS.
L6.

-

b7,
L3.

L.
50.

52.

53.

5h.

55.

56.

Commnicates to stafi the importance of professional idenmtification
and developuent

Provides superintendent with information needed for financial audits

Makes recommend:tions to superintendent concerming prospecitve
employees

Provides oprortunities community groups to visit and become familiar
withi the schiool

Keeps legal docurents explicating transportation system regulations

Communicates to the custodial staff the importance of maintaining
the physical plant

Develops a system for implementing emergency drillc

Identifies various standards and procedures for evaluating the
effectiveness of inasiruction

Assigns decision meking tasks to icwer staff commensurate uilh
their organizational responsibility

Informs teaching staff of specific requirements for each teaching
position in terms of neaded preparation, training,; and experience

Comzends cc.amniiy groaps for mutual cooperatior viiuin the school's
staff

Iaintains a boowheeping and accounting syster Lo meet State Departmenr
of Zducation requirements

issists teachers in developing more effective practices for attaining
instructional objectives

Utilizes profecsional associctes, specialists, etc., in developing a
new curriculum

Plans an adequate counseling prograa fox students using school
counselors and,/or academic advisois

Makes necessary arrangemenis to obvein adequate iunsurance coverage
for emplcyces

Designs staff positions by using job analysiz cxills

Has regularly scheduled conferences with parents to discuss pupil
prCLTess ’

Fulfills maintenance requests using budgetazy guicdelines

Utilizes age-grade distributiong of students in formulating
instructional nezds

-
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63.

6.

65.
66.

67.
68.

69.

700

T1.

72.
73
Th.

5.

76.

17.

78.

79.
80.

81.

82.

Requires maintenance staff to evaluate school facilities and report
umaintenance and operation needs

Identifies ways in which teachers can provide students with
opportunities for self-evaluation

Asgess pupils' attitudes concérning the educational program

Answers questions raised by staff governing safety rules and
regulations

Establishes a system of repair maintenance

Complies with z11 local, state, and federal health regulations
affecting food preparation and services

Encourages staff to recognize and commend worthvhile accomplishments
of students

Implements a system to monitor factors determining the financial base
of his school

Incorporates a variety of evalvation procedures for staff members to
evaluate their effectiveness

Designs an efficient storhge and retrieval system for school records
Commmnicates to staff policies and procedures used for promotion

Utilizes teachers and other school personmnel in designing guidance
programs for students

[Nas veekly meetings with department heads to discuss curriculum
problems . '

Solicits ideas and opinions from students in changing policies and
operating routines of the school .

Dstablishes procedures for modifying curriculua content and
organization

Communicates changes in curriéulum and tezching practices to parents
Plans registration times end procedures for the school

Plans student performance criteria in subject matter areas with
teachers

Structures learmings experiences to be consistent with established
educational objectives

Plans with the superintendent the most effective means of passing
district referendums

398
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83.

83.

89.

90,

o1,

100.

101.

102,

Requires maintenance personncl to inspect transportation equipment
regularly ’

Uses parents, teachers, and students in evaluating the school
curriculum and instructional program

Plans a schiool insurance program for staff
Désigns the school budget in line with district educational goals

Adapts board policies and administrative regulations to fit
situations that exist in his school

Assists PTA or other parent-community groups in school activities

Discusses staff persornel problems with other principals in his
district

Establishes policies and procedures governing transportation
euergeicies

Communicates to the board of education and district representatives
the importaice of opportunities for periodic, cooperative evaluation
of personnel policies

Conducts needs assessment by having parents, students; and
professional perscnnel prioritize the Gozals for Georgia

Supplies starf with current information regarding possible personnel
benefits within the existing school system

i.aintains an adequate achievement testing program for diagnosiic
and educational purposes

izintains a written statement of student rights and responsibilities
vithin the sciiool

Plans instructional units that include specific behavioral objectives
for learners

Conducts an adult education progran for com—unity members

Utilizes layzen and experts for evaluating the school curriculum and
instructional program

Desimms instructional objectives in line with system-iride instructiona
goals .

Plans to disseninate professional literature lists for instructional
staff development

izzkes periodic financial reports as required by governmental agencies

Cor—unicates tiie rules and regulations governing the expenditures of
funds of school lunch program to lunchrocm personnel

415
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FOiil 10
l. Aids the district in clarifying short and iong range goals which are
educationally sound and administratively feasible in his school

2. Makes reports to the Central Office coacerning scnool, community,
staff, and gtudent developuwent as required

3. Communicates instructional needs and expeciations to the staff

L. Constructs a bﬁdget vhich provides resources and money to implement
the educational progran

5. Plans regularly scheduled parent-teacher meetings
6. Evaluates the auxiliary services of the school

7. Obtains feedback {rom the staff when inplementing changes in district
and school level adminigtrative proccdures

8. Dstabiishes a system for training new maintenance persomel
9. Twmplements school board policies affecting school personnel

10. Distributes rules and reslations governing safety procedures to
appropriate persomnel

1l1l. Assesses curriculum elfectiveness

12. BEvaluates materials used for instruction

13. Collects follow-up information on former students to Improve student
personnel gervices .

14. Vrites notes of commendation to those wvho perform jobs well

15. Requires Central Office to delineate his decision making responsbili-
ty

16. Plans to increase teachers' wderstanding of students by allowing
teachers to revieuv students' cummlative records

17. Involves school-commmnity grcups in developing school policy
statements

18. Utilizes survey and analysis techniques to evaluate comnunity
attitudes toward school programs

19. 1Includes interests of students in desiming nev curriculum

20. Estzblishes an evaluation system to assess the effects of special
expenditures in the total school budget

21. DExplains professional evaluation procedures to staff

A
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Form 10 (Continued)

22.

27.

28.

29.

30.

3l.

35.

36.
3.

38.

39.

Lo.

Utilizes research evide.ce in the professional literature when
planning educationzl prograus

Familiarizes assistant principal with all aspects of the school's
administration

Develops communication charmels with paxents and local community

Uses available community service agencies in planning a program to
moet children's specizl needs

wraluates conditions in the community affecting student performance
in schools

Prepares financial statements and reports asz required to meet legal
guidelines ’

Acquires special funding from private foundations and public agencies
(e.5., grants, research projects, etc.)

liakes recomnendations to superintendent concerning tenure or dismissal
of staff members

Utilizes instructional modclis as basis for making curricular
decisions

Invites bcard members to visit his school and become familiar with
its operation

Seekks content applicable to in-service training of pewsonnel from a
variety of sources

Dstablishes a cost accounting system for monitoring maintenance and
repairs

Ilakes available resources and services of the school to facilitate
commnity sponsored projects

Describes to the comrrnity scrvices vhich the school can contribute
to comnunity development

Uses curricuium evaluetion data in developing neu curriculum

Implements system~uide policies for trunsferring students within the
systen

Presents educational plans to the board of education for their
review

Selects prospective empluyees according to established employment
guidelines

Implements a system to achieve regular attendance by students

0
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Form 10 (Continued)

L.
L2.

L3.

L7.

L3.
9.
50.

51.
52.

53.
5l

55.

56.

s8.

59.
60.

61.

62.

Uses budygetary guidelines to structure school activities

Considers the educztional aims of the coemmunity when formulating
aduinistrative practicas

Plans a student infomm.tion records sysiem as part of the school
ouidance program

Hakes public reports of financial expenditures
Vorks with superintendent in planning district wide educational goals

VUorks with teachers in desiguing classroom environment conducive to
learning

Develops for the superintendent a school building budget reflectii:g
sound educational priorities

Interprets established salary schedules 4o staff
Communicates to staff proceedings of board of education meetings

Establishes evaluation guidelines alloving staff being evaluated to
participate in selection of evaluation-instruwnents

Designz areas of the scliool plant to store meaterials and equipment
Conducts meetings with parents to explain the school's nrogracs
iiaiantains cumulative records on students

ilnkes available to students occupational and education infcrmation
derived from commimity and professiornal sources

Exnploys valid behavioral criteria in evaluating the effectiveness of
currisula

Utilizes eppropriate data in sarlyzing enrollment »rojeciias
Periodically inspects school plant facilities

Develops instructional units to acuieve cducational goals and
objectives

Develops a plan to involve gstudents ii academic decisions

Aids the classroom teachex in formulating leamming strategies for
students

Utilizes field trips, audio-visual, and other teaching aids in
enriching the instructional program

Supervises the auxiliary services of the school
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Form 10 (Continued)

63.

6.

68.

.
78.
19.

80.
81.

82.

Purci:ases services and materials in aceordaace with the financial
budget and with authorization of the board of education

Plans pupil and parent orientation meetings for nevw students to
familiarize them vith schools

Utilizes board recommendations in revising educational plans

Commmnicates board recommendations to the staff for their suggestions
and evaluation

Identifies altexmative educational plans for students consistently
failing as a result of regular classroom instruction

Establishes a system of rules and repulations governing transportation
in accordance with national, state; and local laus

lfaintains a system of child accounting and attendance

Communicates individual teacher grievances to superintendent when
needed

Schiedules repairs in conjunciion with maintenance staff

Diagnoses special interest and pressure groups that exist in the
community

Establishes channels for obtaining evaluative feedback from
community members regarding school programs

Conpletes USDA forms reaqnired in purchasing commodities for the
school lunch program

Designs a program for publicizing school oparations to the commuwiity

Establishes rules and regulations movering the appropriate use of
school property

Schedules times to be available to students for informal interacticn
Uses valid assessment procedures in evalvating the physical plant

Assesses vhat the comrmity expects the school to contribute 4o its
development

Worlis with professional groups in the community in designing plans
for evaluating school-community projects

Establishes a student comittee for broadening student activities
programs

Includes parents, teachers, and students in planning educational
programs




Form 10 (Continued)

3.
Sk,
8s.
86.

81.

89.
90.

91.

98.

99.

100.

101.

102.

Trains teachers to iead groups and parent meetings
T“esigms staff woilishions to meet particular prugram needs
Systematically plans for utilization of staff

includes staff in planing procedures for supervising personnel
informaticn

wesignates function of operational units within his school in line
vith system-wide policies and procedures

linlces instructionel staff assignments in a mamexr that best facili-
tates learning outcones

Establishes appropriate channels for assessing student complaints

Asks for cooperation from commmmnity agencies in providing special
services for the school

Gathers informaticn about teaching practices by observing teachers
in c¢lassroous

Designs staff personnel policies and procedures for promotion
Prioritizes student personnel problems needing solutions
haintains an orientaticn program for new staff weubers

Uses "expert" teachers as models for in-service training programs
liaintains standards for participation in student activities

Circulates a bulletin or newsletter periodically describing what
is being done in the school's subject matter areas

Vloxks vith teachers in evaluating the instructional climate in the
classrcon

Malces recommendations to superintendent for transferring professional
personriel to other schools in the system

Designs a system for involving teachers in evaluating the school's
operation

Plans infoxmel interaction vith teaching staff to discuss student
progress

Uses cost analysis techniques in implementing the school budget

Lok
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Form

Key
OPTLIAL FREQUENCY
OF USE
__Tiirh Averapge Lou
(6755 to 100 (385 4o 6609 (055 to 335
of time) of time) of time)
IDEAL Righ 11 9 Y
IiPORTAICE
OF
COMPETENICY Low 5 3 1
Statement ' Encircle rating number corresponding: to judgment of each statement.
1. 1 3 5 7 9 1
2. 1 3 5 7 9 11
3. 1 3 5 1 ° 11
L. 1 3 5 Vi 9 & 11
5 1 3 5 1 9 11
6. 1 3 5 7 9 11
7. 1 3 5 1 9 11
8. i 3 5 1 Y 11
9. 1 3 5 7 9 11
10. 1 3 5 7 9 11
11, 1 3 5 7 9 11




